EXHIBITE



Record Retention Schedule

Honeywell

Business Functlon: 81 Controls and Oversight Description ;

Used to ensura that the operations and programs of the organization and its
external business partners comply with applicable laws and regulations and
prevent waste, fraud, and abuse.

Business Task: 002 Program Evaluation

Info Class Label: Internal

Record Class Details:

Description:-  Supports the analysis of Intemal and external program effectiveness and the
determination of corrective actions as anrnpﬁata. The Impact lavels shouid be

commensurate with the Impact lavels of the program that is being avaluated.

Info Class Code 01002-ACC210 Record Class Name Government Campllance

Official Retentlon Period ACT+6

Record Description Records reguired to comply with U. 5. laws related to government contractors. Includes work papers for
preparation of incurred cost proposals (Overhead Rates).

Termination Claims
oS

HDﬂgfanse_Comract Audit
Agraemen §

Override Info Class Label

Incurred Cost Proposals

Negotiated Gverfioad Rale
User Agency Securi
Fanviid ErdeoTRas

ty Inspection Resul

Disclosure Statements

Record Class Details.:

Info Class Code 01002 - AUD110 Record Class Name External Financial Audits

Officlal Retention Period 10

Record Description Records retated to the extemnal financial audit of Honeywell and Its business units, Includes work papers,
audit reports and related response materfals.

Record Type Examples
I I 3

AT = e R 1 R T
ant:of Commerce/Reports!

Override Info Class Label

Info Class Labsl: Internal

Record Class Details:

*Audit Work papers (External Financial Audits

_E“Tna ancial Auditsz
dariegement Responss (EXGIMal Eianciar Audie) Hon

Business Task: 003 Program Monitoring

Description : Supports the data-gathering activities requirad to determine the effectiveness of
intemal and external programs and the extent 1o which they comply with
applicable laws, regulations, and policies, The impact leveis should be

commensurate with the impact levels of the programs that are being monitored.

Info Class Code 01003 - AUD200 Record Class Name Product Compliance

Official Retantion Pericd 6

Record Description Records related to product compliance efforts/reporting as required by government agendias - the
%

Environmental Protection Agency (EPA), North American Free Trade Agreement {NAFTA),

e Federal Aeronautics

Administration (FAA), the Food and Drug Administration (FDA)\and similar ﬂ_{obal agencies. Includes repuningrrequirements

related to the Federal Insecticide, Fungicide and Rodenticide Act (FIFRA),
new chemical introduction regulations globally.

e Toxle Substances Control Act (TSCA) and other

This Retention Schedule of Honeywell International Inc, is published only on the Company's; intranct at http:f/insid;:.honcywcll.mm/ﬁnﬂ.l t is 1he reader’s responsibility 10
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Record Retention Schedule Honeywe"

Record Type Examples ¢ Label
EARCaTRCAtes o ONgING o
NAFTA Certificates of Origin

TS CABLVE S oW VoNime EXCaptons ) hss
TSCA - Section 13 (Import
Raporting

paddiily

TSCA - Section 8
I
AdmihlstrallenH 0!

TSCA - PMN's {Pr
[TSCABASNmenE

TSCA - SNUR's {(Significant New Use Rules)
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Record Retention Schedule Honexwe“

Business Function: 02 Compllance Description : Supports actlvities assoclated with providing input to the compliance pracass in
Davelopment and developing policies, standards, and Froceduras to implement the organizational
Enforcement compliance framework, Once compltance mechanisms have bean developed,

anforcement invalves the direct monitaring and oversight of a specific
individual, group, Industry, or

Business Task: 004 Policies, Standards, Description : Supports the creation and dissemination of guidelines to assist in the

Proceduras intarpretation and implementation of regulations,
Publicatlons and
Guldance Development

Info Class Label: Intemal

Record Class Details:

Info Class Code 02004 - AUD180 Record Class Nama Policles / Programs - Health, Safety and Environmental
Officlal Retention Parlod ACT+10

Record Description Records documenting the guiding principles (policy) and courses of action (program / process) intended to
ensure compliance to internal and external health, safety and enviranmental requirements.

Record Type Examples Override Info Class Label

Environmental Palicy Program
[nGryiPraveqtion Elans
Safety Policy Programs
Health and Safety Policies

{VEBRVSTintary Protaction Brogram
Contractor Safety Cortifications

Record Class Details:

Info Class Code 02004 - AUD190  Record Class Name Policies, Programs, and Procedures - General
Officlal Retention Perlod ACT+10
Record Description Records documenting the guiding principles (tpollcy) and courses of action (program/process) intended to

ensura compliance and uniformity to Honeywell Internal requirements. Includes poficy and program documentation and the
writlen procedures related to the adoption of these policies/programs. Includes office and job practices.

Record Type E
Softwara; MAanuals s
Evidence of Command Medi

Emploves] Policiasts ;
Accounting Pracedures

s Label

Affimative Action Policies
ERvirohiaial Brogiam Docurientalon. Ay
Travel Policie
Equipment Mantials.:
Adminlstrative Handbooks
Records Management Peltcie
Purchasing Policies
E-Mall Policies
Procedures and Engineering Manuals

Business Task: 093 Inspections and Description : Inspactions and Audlting involves the methodical examination and review of
Auditing regulated activities to ensura compliance with standards for regulated actlvity.

Info Class Labal: Internal

Record Class Delails:

Info Class Code 02093 - AUD110  Record Class Name External Financial Audits
Offlcial Retention Period 10

Record Description Records related to the external financial audit of Honeywell and its business unlts. includes work papers,
audit reports and related response materials.

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranct at http:ffinside. honeywell.com/rimy. It is the reader's responsibility to
review this inlranet publication before 1aking action based on this printed copy, which may be outdated This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honeywe“

Record Type Examples
epanmentiof,Commarce Repart
*Audit Work
Licana6 ROy aly Audite
Preliminary Audit Reports (Extarnal Financial Audits
Foderal[Reserve| BANKIRGrOMS SaRrias o

Overridde Info Class Label

Record Class Details:

Info Class Code 02093 - AUD150 Reécord Class Name Internal Controls
Officlal Retantlon Pertod 10

Record Description Records related to the intemal conlrel structure for financlal reporting as required by Sarbanes-Oxley Act.

Override Info Class Label

Business Task: 094 Standards Seiting/ Daescription:  Standard Satting/Reporting Guideline Development involves the establishment
Reporting Guidelina of allowabla limils associated with a regulated activity and the development of
Development reporting requirements necessary to monitor and control compliance with
allowable limits. This includes the development of requiraments for produsct

sampling and testing, emissions monitoring and conltrol, incident reporting,
financlal filings, etc.
Info Class Label: Internal

Record Class Details:

Info Class Coda 02094 - AUD150 Record cl_ass Name Internal Controls
Official Retention Petiod 10

Record Description Records related to the Intemal contral structure for financial reporting as required by Sarbanes-Oxley Act.

Override Info Class Label

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranct at httpz/inside. honeywell.com/rim/.It is 1he reader's responsibility to
review this intranet publication before taking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honelwe"

Buslness Function: 03 Planning and Resource Description : Supgorts the activities of determining strategic direction, identi ing and
Allocation establishing programs and processes to enable change, and al ucating
resources amang those programs and procasses.

Buslness Task: 008 Budget Formulation, Description : Supports all activitles undartaken to determine pricrities for future spending and
Execurtion and Capital to develop an itemized forecast of future funding and expenditures during a
Planning targeted period of time,

Info Class Labal: Internal

Record Class Details:

Info Class Code (3008 -FINT10 Record Class Name Budgets and Financial Forecasts
Official Retentlon Period ACT+1

Record Description Records related to Internal planning and financial management. Includes records of Honeywell's income,
expanses, and cash flow on a monthly, quarterly, and annual basls. Includes fiscal year bucgets for business areas and
samings foracasts and analysis. Inclides monthly, quarterly, and annual reports summarizing financial budgets and goals.

Qverride Info Class Label

dgel’Anahysis andiData?
Budgets
Capita. Budgste,

Budget Work papers
OpéialinglBudgets
Multl-Year Business Plans
Financial Foracasts o,
Forecasis -~ Operating and
Budget to Actual:Restilts
Business Area P&Ls

Business Task: 010 Enterprise Architecture Description : Supports an established process for describing the current state and defining
the target state and transition strategy for an organizations people, processes,
and technology.

Info Class Label: Internal

Record Class Details: -

Info Class Code 03010 - AUD220 Record Class Name  Six Sigma - Certifications
Official Retention Perlod ACT+10 :

Record Description  Records of various certifications awarded for Six Sigma programs. This includes certification
documentation, project Informatien and related documents.

Override Info Class Label

Greenbelt Certifications (Six Sigma)

Record Class Details:

Info Class Code 03010 - AUD230 Record Class Name Six Sigma - Design
Official Retentlon Perlod ACT+10

Record Dascription Records related to the design for Six Sigma centifications.

Record Type Examples_ Override Info Class Label
Project Info and Related D

Record Class Details:

Info Class Code 03010 - AUD240  Record Class Name Six Sigma - Promotional
Officlal Retentlon Perlod ACT+10

'ﬁ;}‘mlu-ll
{SlIx Sigma)

acuments
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Record Retention Schedule Honelwe"

Racord Description  Six Sigma records that are not included elsewhere.

News {Six Sigma)

Record Class Details:

Info Class Code 03010 - AUD250 Record Class Name Six Sigma - Quest for Excellence
Offlctal Retantion Perlod ACT+10 '
Record Description Records related to Quast for Excellence Programs for Six Sigma,

R 0
‘Supporting;Documentationt{Six:Sigrna);
Arr!Dmsion Six |gma

Teanminformationt(Six.Sigma
Prasentations (Six Sigma)

Buslnaess Task: 011 Strategic Planning Descriptlon ::  Supports the detarmination of long-term goals and the identification of the best
approach for achieving those goals.

Info Class Label: Internal

Record Class Details:

Info Claes Code 03011 - FIN200 Record Class Name Strategic and Business Planning
Dfficial Retention Periocd ACT+3
Record Description Records that document the strategic and business plans of Honeywell and Its businass units,

tratepic 5
Busmsss Plans

ity it el

&1, SEEUTHy. ANBlySts

[Presentations to Board of Directors

Business Task: 014 Managemaent Description : Suppons all efforts to gauge the ongoing efficiency of businass processes and
Improvement identify opportunities for reenginearing or restructuring.

Info Class Label: Internal

Record Class Details:

Info Class Code 03014 - ADM12¢ Recerd Class Name Project Managemaent (internal Projects)
Officlal Retention Parlod ACT+3

Record Description Records related to managemant of intemal profects, special studies, analyses, and other depattment
evenis not covered elsawhere. Includes ad hoc studies performed at the corperate or work group level. Includes meating
minutes, status reporting, etc.

Record Type Examples Override Info Cla

Project Reports

This Retention Schedule of Honeywell International Inc. is published only on the Campany's intranet at hup//inside. honeywell,com/rim/.1t is the reader's responsibility to
review this intrane1 publication before taking action based on this printed copy, which may be cutdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Hongywell

Business Task: 070 Resaarch Operations Description : - Ressarch operations involve the devalopment and management of accurate,
comprehensive, and timely intelligence on trade secre! topics. The function,
operation, or use of which, involve research gathering aclivities or are critical to
the direct fulfillmant of the research operations mission.

Info Class Label: Restricted - Intellsctual Property (1P} Restricted

Record Class Details:

Info Class Code 03070 - RAD100 Record Class Name Analytical Data
Offtclal Retention Perlod ACT+10
Record Description Records refated to analytical data gathered and complled by Honeywell.

O [
Tost Brotocoianat e
Lab Notebooks
Standard Onerating, Procadures (S0P,
Black Belt Reports

MO RepoRE R e s

Green Belt Reporls
QU8 ETaSantBhoNS

Intal ‘
{Unrestricted B

Record Class Details: .

Info Class Code 03070 -RAD110 Record Class Name Fundamental Research Projects - Product Safety / Toxicology
Cfficlal Retentlon Period ACT+10 .

Record Description Records related to data, information, summaries and reports from research projects. This includes
engineering reports, .

Record Type Examples
ToXicoIogy L ManusCHEte .
Gate Reviews

CoinpdterModels G,
= Electronic Data (Spreadsheets, Instrument D_a{iel__!
Technical Presentations: e

Override Info Class Label

Toxicology - Project Files
Standard;Operating Procedires,(SOR ). & ~ &
Technical Meeting Minutes
Gree/;Black Balt Repons
Proposals
PositiorBape
Prolect Permits
Prasentations.fo’
Organizationsirs
Roadmaps
Patent Disclosures
Process Development Data, -
Pilot Plant / Scale-Up Data
Monthly,Reporist
| Toxicology - Sludies and Reports
TOXIcolgY < Protocols and: RAReHE i
gngineeﬁng ngo:ts (Fundamental Resaarc o‘ct
Labo7atoly; NoWbooks (FUndamantal ReAearen Frasat
gegearch Reporis and Summaries (Fundamental Research
roje

e

Projects)
Test:Standards (Fundamerit
Sample Logs

Technical Merngs
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Record Retention Schedule Honeywe“

Record Class Details:

Info Class Code ©3070 - RAD120 Record Class Name Laboratory Notebooks
Officia! Retantlon Period ACT+10

Record Description Laboratory notebooks that document research and development activities and results.

Record T ne Examples ide Info Class Label

Record Class Details:

Info Class Code 03070 - SAL160 Record Class Name Marketing Research and Analysis
Official Retention Perlod ACT+1 '

Record Description Records ratated to the development, administration and analysis of markel research. Includes industry

trends.

Record Type Examples Override Info Class Label

Sales Projections MarkelingL

Marietinformationiiiis:

Research Reports

This Retention Schedule of Honeywell Intemational Inc. is published only on the Company’s intranet at hitp:#/inside.honcywell.com/rim/.It is the reader's responsibility 1o
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Record Retention Schedule Honexwe"

Business Function: 04 [ntermal Risk Bescription ;  Supports all activities relating to the processes of analyzing exposura to risk
Management and and deternining appropriate countermeasures. .
Mitigation
s
Business Task: 016 Continuity of Dascrigtion ; Supports activities associated with Identification of critical systems and
Operations—-consolidat processes, planning and preparation required to ensure systems and processes
to 4015 will be available in the event of a catastrophic event.

Info Class Label: Restricted - Confidentiality or Integrity High

Record Class Details:

info Class Code 04016 -ITE110 Record Class Name Disaster Recovery Plans
Official Retentlon Perlod ACT+10

Record Description Documentation of plans which would be implemented in the event of a disaster or systems failure,
Includes cantact persons, backup sites, and instructions for personnel. i

ek

‘Appllcation'Service!
Application Service Provider Security
gLy il i

Contingancy, Elanning:. .

Record Type Ex ) Qverride Info Class Lahel

Vital Records/Plan

T o P g5 {0
Business:Restimption Plans
Emergency Drill Critiques
Disaater Recavery Plans

Business Task: 072 Continuity of Description ; Continuity of Operations and Emergency Response involves the ‘mmediate

Operatlons and actions takan to respond to a disaster, an information assurance incident or
Emergency Response— dacument the plans to recover a business unit during a disaster accurrance.

-consolidat to 4015
Info Class Label: Restricted - Confidentiality or Integrity High

Record Class Details:

Info Class Code 04072 -CRM118 Reacord Class Name Continuity of Operations and Emergency Response
Official Retention Period ACT+10

Record Description Records related to the plans for the recovery of department business operations and the plans for
immediate response to emergency situations. Includes dapartment business operation contingency plans and emergency
response plans. Does not includs information technology disaster recovery plans.

Record Type Examples Override Info Class Label

EMeIgency]Response Plans e

Department Business Operation Contingency Plans

Business Task: 041 Help Desk Services Description : Supports the management of a service center to respond to orgéniza!ional
employees' technical and administrative questions,

Info Class Label; Unrestricted

Record Class Details:

Info Class Code 04041 -ITE140  Record Class Name Help Desk Services
Official Retention Period 3
Record Description Records relaled to help desk servicas, Includes call logs, problem documentation and resolutions,

Record Type Examples
ReEOITHONS Toa i v R

Problem Decumentation

This Retention Schedule of Haneywell Intemational Ine. is published only on the Company's intranet at http://inside.honeywell.comirim/. Tt is the reader's responsibility to
review this intranet publication before taking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM,
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Record Retention Schedule Honeywe“

Business Function: 05 Revenue Collection Description:  Collection of organizaticnal income from all sources.

Business Task: 018 Dabt Collaction Description:  Supports activities assoclated with the collection of money owed fo the
organization from clients and third parties. :

Info Class Label: Internal

Record Class Delails:

Info Class Code 05018-ACC110 Record Class Name Accounts Recalvable - Cash Recelpts
Official Retantlon Petlod ACT+7
Record Description Records documenting cash receipts of payments received from customers.

Record Type Exnmples Override Info Class Label

Business Task: 020 Organizational Asset Description : Supports the activities associated with the acquisition, oversight, tracking, and
Sales sale of non-intemal assets managed by the organization with a commercial
value.

info Class Label: Internal

Record Class Details:

Info Class Code 05D020-ACC120 Record Class Name Capital Assets
Official Retention Period ACT+7 -

Record Description Records decumenting the purchase, sale, and Improvement of real property and equipment, as well as
depreciation, amortization, ete.

Record Type Examplc- ride Info Class Lahe!

k;w

pri ation R
Documentation
‘Amortlzatlun Record

*Property Transfer Sheets Propery Disgosal Records

This Retention Schedule of Honeywell International Ine. is published only on the Company's intranet at hitp://inside.honeywell.cony/rim/.It is the reader's responsibility 10
review this intranet publication before taking action based on this printed capy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honewell

Business Function: 06 Public Affairs Description : Supports activities Involving the exchange of information and communication
between the organization and its stake holdars In direct support of
organizational services, publicity, andfor the organization's interests,

Business Task: 021 Customer Services Description : Supports ectivities associated with providing and managing the delivery of
inforration and support to the organization's customers.

Info Class Label: Internal

Record Class Details:

Info Class Code 06021 -LEG150 Record Class Name Contracts and Agreements - Service, Sales and Warrantles -
HON Products

Officlal Retention Perlod ACT+7

Record Description Racords relating to legal obligations between Honéywel[ and its customers involving the sale or support of
preducts or services. Includes Govemment Sales Agreements and Contract Management,

S Qverride Info Class Label
Government FUMISNad Fropery Recors e

Field Sugpon Reports

Contracts and-Aftachmen

Product Support Agreements

buslnass Task: 023 Product Outreach Description : Supports the marketing of organizational services products, and programs to
. the general pyblic and third parties in an attempt to promote awareness and
Increase the number of customers/beneficiaries of those services and
programs.

Info Class Label: Internal

Record Class Details:

Info Class Cade 08023 - SAL100 _Record Class Name Advertising Artwork
Officlal Retention Pariod ACT+7 .

Recard Description Original artwork created by Honeywell or external agencles In the davelopment of an advertising or
marketing campalgn.

v

i Record Type Examples Override Info Class Label
DiBpiays (Advarising - :

‘AdvartisingiEst

Advenlﬂgg House Organs

Advertising: Inqiries’

Layouts (Advertising

Drawings:(Adveriging).

Phoetographs (Advertising)

Business Task: 024 Public Relations Description : Supports the efforts to promote the organization's image through the effective
handling of cllent and supplier concerns.

Info Class Label: Internal

Record Class Details:

Info Class Code 06024 - PUB100 Record Class Name GoQammant Relations
Officlal Retantion Period 5 '

Record Descriptlon Records documenting propesed legislation, proposed regulations, advocacy and the monitoring of
govarnment aclivities., Includes records related ta lobbying and political contribations and gifts including the internal approval
process, legal research, advice counsaeling, reporting and related training.

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranet a1 hitp://inside.honeywell.com/riny. [t is the reader's fespansibility to
review this intranet publication before taking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honeywe"

Override Info Class Lahel

Record Class Details:

Info Class Code 06024 - PUB110  Record Glass Name industry Relatlons
Offlcial Retention Perfod ACT

Record Description Records documenting Honeywell's relations and interactions with other companies or industries. Includes
communication and correspendence with other companiesfindustrigs. Includes records documenting Honeywell participation in

industry and professional organizations. Includes cooperative development of industry-wide standards. Excludes cooperative
R&D and testing activities.

Record Type Examples

Qverride Infg Class Lahel
IndustryRelatlon ; ‘

Record Class Details:

info Class Code 06024 - PUB120 Record Class Name Public Relatlons
Official Retentlon Period IND

Racord Description Records dogumenting the promotion of Honeywell's image and aclivities, Includes press releases,
Honeywell publications, photographs, in-house magazines, videos, films, tapes, ete.

Record Type Examples

fati

Speeches
Bhiolographskizidi
ews Releasas { Clippings
Bublications
Brochures

Honaywell Publications

This Retention Schedule of Honeywell Intemational Inc. is published only en the Company's intranet at http//inside.honeywell.com/rim/.IL is the reader’s responsibility to
review this intranet publication before taking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honeywe"

Business Function: 08 General Organlzational Description : Supports the general averhead costs of the organization including board and
Support exacutive activities; provision of central fiscal, personnal, and property

activitiss; and the provision of services that cannot reasonably be classified In
any other service support area.

Buslness Task: 028 Centralized Fiscal Description : Supports the cantralized fiscal o
Operations behalf of the organization,
Info Class Label: Internal

Record Class Details:

Iinfo Class Code 08029 - COR210 Record Class Name Sacurity Transfer
Official Retentlon Perlod ACT+6 '

Record Descriptlon Records related to the bookkeeping of security transfers. Includes aged transfars and transfer units.

perations performed by designated entity(s) on

Record Type Examples Override Info Class Label

Business Task: 030 Legal Functlons Description :  Supports the service support activities associated with costs of the legal

department.
_Info Class Labal: internal :

Record Class Details:

Info Class Code (8030 - LEG250 Record Class Name Legal Projects
Official Retentlon Perlod ACT+10

Record Description Lagal opinions and related work papers. Includes employse matters, Insurance consultation for contracts
and agreements, etc. Excludes legal opinions documenting specific litigation.

Record Type Examples

Law Pro!'ecis -- Progress Reports
Logal'Wark papers.
Employee Matter Files
OtherAgre ;

Business Task: 031 genarial Executive Description : Supports the operatibns of the office of the CEO or other exscutive office.
unctions

Info Class Label: Restricted - Regulatory Restricted - Financial Restricted

Record Class Details:

Info Class Gode 08031 -COR130  Record Class Name Corparate Oparations =~ Alchem
Officlal Retention Perlod IND

Record Description Records decumenting the operation of Alchem holding company. Includss financial statements, reports
and background Information submitted to the Parent Company.

Qverride Info Class Label

This Retention Schedule of Honeywell International Inc. is published only on the Company's iniranet at hitp:/finside. honeywell.com/rim/. It is the reader's responsibility to
review this intranet publication before 1aking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honeywell

Record Class Details:

Info Class Cade 08031 -COR140 Record Class Name Corporate Registered Shareholders
Officlal Ratention Perlod ACT+6

Record Description Records related to Honeywall's registered shareholders. These records are used to identlfy who the
active shareholders arg and dlvidends pald to them. Includes sharsholder records and shareholder lists.

Record Type Examples verride Info Class Lahel

BRIdendlists;
hahldr Reords

Record Class Details:

Info Class Code 08031 -COR150 Record Class Name Corporate Stock Transactions
Official Retention Pariod AGT+6

Record Description Records related to the recorded transactions of corporate stock.

Record Type Examples
SOCK HIstory, Reports §
Stack Ledgers

StockaTransterssy _
Applications for Issuance

Record Class Details:

Info Class Code 08031 - COR1B0 Racord Class Name Foundation Activities
Official Retention Perlod 3

Record Dascription Records related to foundation activities and good corporate citizenship by Honeywell.

Override Info Glass Label

Override Info Class Label

Record Class Details:

info Class Code 08031 - COR120 Record Class Name Honeywell Archives
Offictal Retention Period IND

Record Description Records documenting Honeywell's past, its development, significant events, and key players.

rchiva! Rr _
Company:Histories i
Clipplngs, Historical

Record Ciass Details:

Info Glass Code 08031 - COR22¢ Record Class Name Shareholder Communlcations
QOfficlal Retention Perlod 6

Record Dascription Records related to Eeneral cormmunication with shareholders not included elsewhere, Does nat include
shareholder meeting notices, voting records, or proxies.

Record Type Examples

T T L Evy

Override Info Class Label

T

Comrespondence

Record Class Details:

Info Clags Code ©8031 -COR230 Record Class Name Stock Record Positions

This Retention Schedule of Honeywell International Inc. is published anly on the Company's intranet at hitp://inside.honeywell.com/rim/ It is the reader's responsibility to
review this intranct publication befare taking action based on this printed copy, which may be outdated. This copy was prinied 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Hongywe“

Officlal Retention Perlod ACT+6

Record Descrlptlon Records related to the current positions of all stocks held in firm accounts, Includes breaks, daily take-offs
and weekly stock records,

Purchase and Sales (Stock Rerd Positions

Led (StockiRecord; Posltiohs)
gislrtio c

Warrants{{Stock
Options (Stock Record Positions)

Record Class Details:

Info Class Code D8031-COR240 Record Class Name Stock Redemption and Canceiled Stock Certificates
Officlal Retention Peried ACT+6

Record Description Records related to the repayment of issued corporate stock. Includes coples of cancelled stock
certificates returned to Honeywell by the transfer agent.

Record Type Examples
Slock Cenifcates G ancaliady

Supporting Documents (Stock Redem,
Stock Cerlificates)

Stock Redemplions:::

Override Info Class Label

Business Task: 032 Property Management Description : Sutpgt()lns)the operations of the organizational centralized property management
entity(les),

Info Class Label: Internal

Record Class Details:

Info Class Code 08032 -LEG150 Record Class Name Contracts and Agresments - Real Estate Construction and
Improvemant .

Officlal Ratantion Pariod [ND

Record Description Records related to contracts and agreements for improvements fo real proparty. Includes construction
agreements. Includes disputes that do not progress te litigation and claims,

Record Type Exampl
Architegilfa Agteements & ey Same R

id Documents SConstruction and Propel t Iromant
SOTVICR CORLYACES [CONBINIaIGn BHIP ORGP o

Override Info Class Labol

rovement)
Conlracts (Cons‘g«uction)
NolfEation'of BraBen oy Dispd
mefwemim)?’m"“w e ho 2

Non-Legal Contract Disputes {Canstruction and Property

Improvement
Coniracts (RIoporty.improvamant)
Record Class Details:

Info Class Code 08032-LEG150 Record Class Name Contracts and Agreements - Real Estate Purchase, Sale,
Daeds, Titles, and Easemants

Official Retention Peried IND

Record Description Records ralated to the purchase and sale of real estate ang proving ownershlp of and accass to real
estate. Includes agreements and supporiing due diligence records for environmental and other property assessments and
easaments granted to third parties permitting access to compan property, as wall as easements granted to Honeywall by

outsids parties for accessing their property.  Includes disputas that do not prograss to litigation and claims.

This Retention Schedule of Honeywell International Ine, is published only on the Company's intranet at hitp:/inside. honeywell.com/tim/. It is the reader's responsibility to
review this intranet publication before 12king action based on this printed copy, which may be outdated. This copy was printed 1 5-Nov-2011 at 09:18:08 AM,
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Record Retention Schedule Honeywe“

Record Type Examples Qverride Info Class L

Real Estate Titles

Record Class Details:

info Class Code 08032 -LEG170 Record Class Name Contracts and Agreements - Real Estate Leases and
Mortgages

Offlcial Retention Period IND

Record Description Records associated with the agresment made between the tenant and the landlord of the property.
tncludes disputes that do not progress to litigation and claims.

Qverride Info Class Label
| Notication o Breachjon. Dispute, (L eases, andl e i
enant Corraspondence

Record Class Details:

Info Class Code 08032 - LEG180 Record Class Name Contracts and Agreements - Real Estate Purchase and Sale
Official Retention Perlod IND

Record Dascrgﬂlon Records related to the purchase and sale of real estate. Includes agreements and supporting due

diligenca records for environmental and other property assessments. Includes disputes that do not progress to litigation and
claims.

Record T pe Examples verride Info Class Lahel

Real Estate Due D|I|ce
Real B roperty, Appraisal:
Netification of Breach or Dispute (Real Estate Purchase/Sale}

Business Task: 033 Centralized Personnel  Descriptlon ; Support the operating activities of the centralized personne! management
Managsment antity(ies).

Info Class Label: Restricted - Confidentiality or Integrity High

Record Class Details:

Info Class Coda 08033 - COR200 Racord Class Name Organlzation Charts
Official Retention Period SUP+3

This Retention Schedule of Hancywell Intemnational Inc. is published only on the Company's intranet at hitp:/finside. honeywell.com/rim/.1t is the reader's responsibility to
review this intranet publication before taking action based on this printed copy, which may be outdated, This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honexwe"

Racord Description Records showing the detailed struciure and staffing of the organization Including the positions, tities and
employea names,

Record Type Examples Override Info Class Label
ELNCHonal OrgBnizaton,Char R T '

Business Task: 034 Taxation Management Description:  Taxation Management includes activities associated with the Implementation of

(governmental the [ntemal Revenue Code and the collection and payment of taxes in the
agencies) United States and abroad.

Info Class Label: Internal

Record Class Details:

Info Class Coda 08034 -1.DG150 Record Class Name Motor Vahicls Fuel Tax Reporting
Official Retentlon Perfod 10

Record Description Records related to fuel tax returns and work papers for motor vehicle fuel use and consumption.

Qverride Info Class Label

:s_jate Fuel Tax Reports
Milsgge anmg

Record Class Details:

Info Class Code 08034 -TAX100 Record Class Name Fedaral Income Tax Work Papers
Official Retention Period 10

Racord Description "Records that represent actuat Corporate and other entity tax return work papers, tax projection and
planning information and related work papers for federal income taxes. Does not include tax retums.

Record Type Examples Override Info Class Label

“ﬁ'mF.!no]ecﬁon"and’.ﬁlﬁ'i’\ing[WorL,_!Pap_ers ;
Cd Federal Income Tax Work Papers

Record Class Details:

Info Class Code 08034 - TAX110 Reacord Class Name Federal, State and Local Employment Tax Work Papers
Official Retention Perlod 10

Record Description "Records that represent actual Federal, state and local amployment tax work papers. Does not include tax
retums. ’

Override Info Class Label

Recard Class Details: .

Info Class Codo 08034 - TAX120  Record Class Name Personal Property/Real Estate Tax Work Papars -
Official Retention Perfod 10

Record Description “Records that represent state and local property tax raturn work papers. Does not Include tax retumns.

Record Type Examples Qverride Info Class Label

Propertyi axiBIsRAsssaaments and Work Papers il

Record Class Details:

Info Class Code 08034 - TAX130 Record Class Name Sales and Use Tax Audits and Appeals
Officlal Retention Period 10

Record Description "Records that represent sales and use tax related work papers, audits, and appeals for sales and use
taxaes. Does not include tax returns.

This Retention Schedule of Honeywell Internaticnat Inc. is published enly on the Company's intranct a1 hitp//inside.honeywell.com/rim.It is the reader's responsibility to
review this intranet publication before toking action based on this printed copy, which may be outdated, This copy was printed 15-Nov-2011 at 09;18:08 AM.
Page 170f 76

HON 000030



Record Retention Schedule Honew9||

amples
ailig8 T ax|ReturNWOrk{BaReTSE

Qverritle Info Class Lab

State Work Papars

Record Class Details:

Info Class Code 08034 - TAX140 Racord Class Name State and Local Income and Franchise Tax Work Papers
Officlal Retentlon Perled 10

Record Descriptlon "Records that represent state and'rocal income and franchlse tax work papers. Does not include tax
returns.

Record Type Examples Override Info Class Label

TaxiworkiRaperst

Record Class Details:

Info Class Code 08034 - TAX160 Rocord Class Name Tax Audits, Appeals and Litigation
Officlal Retantion Perlod ACT+6 :
Record Dascrlgtion Audits and audit wark papers related to federal, state and other tax audits and litigation. Includes year-snd

financial audits by state and federal auditors concentrating on inventories, liabllities, profit and loss statements, tax accrual, etc,
Includes work papers, analysis, appeals, litigation, atc.

Recaord Type Examples
REIRigrmatsnireqUests

QOverride info Class Label

Record Class Details:

g\fo Class Code 08034 - TAX170 Record Class Name IRS Agraements, Settlements Revenue Agent's and Appeals
aports

Officlal Retention Period [ND

Record Description "Records related to IRS agresments, settlements and revenue agent's repors for tax audits, appeals and
litigation. Only contains IRS agreaments, setilements and revenue agent's reparts.

Record Type Exampies
IRSIREVenLe AgentsRen
IRS Setllements

RS Agreemants

Record Class Details:

Info Class Code 08034 - TAX180 Record Class Name Tax Returns
Officlal. Retention Perlod IND

Record Description "Records related to filed tax retumns for Federal, state, local and any other |urisdictions tax retums,
R?cords include the actual raturns filed. Does not Include tax work papers or any tax documents that are not part of the filed
returns.

This Retention Schedule of Honeywell Intemational Inc. is published only on the Company's intranet at hitp:/inside.heneywell.com/rim/.It is the reader’s responsibility to
review this intranet publication before taking action based on this printed copy, which may be outdated.This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule "ongywell

Override Info Class Lahel

Bescription :  Supports the operations surrounding the management of official documents,

Business Task: 035 Records and Statistice
statislics, and records for the entire organization,

Management
Info Class Labal: Internal

Record Class Details:

Info Class Code 08035-AUD210 Record Class Name Record Retention and Destruction Certlfication

Official Retention Period 10
Record Description Documentation supporting the record management program's destruction processing to demonstrate that
records were destroyed according to Honeywell's pollcy.

Record Type Examples Cverride Info Class Label

De3iriEHon ElgIBlRy, Repars s i oy
Certificates of Destruction
Invantory, ofDastroyed: Ret
Record Retention Schedule
. | Destriction.Garificate Reports
Correspondence (Records Destruction)

Description : Information necessary to snsure that all persons who are potentially entitied to
recelve any organizatlonal benefit are enumerated and identified so that
organizational entiies can have reasonable assurance that they are ?aying or
communicating with the right indlviduals. This informatlon Include individual
Social Security Numbers, names, dates of birth, places of birth, parents' names,
cradit card information, pratected health information, ete.

Business Task: 037 Personal Identlty and
Authentication

¥
Infc Class Label: Restricted - Sensitive Identlfication Data ($/D) Restricted

I

B Record Class Details:

Info Class Code (8037 - HRE190 Record Class Name Porsonnel Flles

‘Dfficial Retention Parlod AGCT+6
Record Description Records regarding employees beginning with their initial hire. Includes promotions, performance
appraisals, transfers, reinstatements, ete, These records provide a history of employment.

B

This Retention Schedule of Honeywell International Inc. is published anly on the Company's intrane1 at hup:/finside.honeywell.com/rim/.It is the reader's responsibility to
review this intranet publication befare taking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.

Page 19 of 76 .
HON 000032



Record Retention Schedule Honeywell

Override Info Cla

Record Type Exnmples Label

L SN Lo

DR

Arlendanc Recors
ABPlCAtiGNS o,

College Transcripts _— -
CoMInUN EL !Ed“‘uca“_gi'u_% T REGOIIS ez AT

Letter of Acceptance

Business Task: 069 Strategic Executive Description : Strategic Executive Functions Involve strategic information emanating from the
Functions Executive Office of the President, Chairman, or GEQ.

Info Class Label: Restricted - Regulatory Restricted - Financial Restricted

Record Class Details:

Info Class Code 08069 - COR110 Record Class Name Board and Shareholdar Mestings
Official Retentlon Period IND

Record Description Records documenting proceedings of board, committes of board, sharehclders, and other legally required
meetings, Does not include non-legally required mestings.

erride Info Class Lahel

Stock Cemﬁcates

Record Class Details:

Info Class Code 08068 - COR120 Record Class Name Business Organization and Incorporation
Official Retentlon Period IND

Record Description Records documenting the creation and governance of Honeywell and its sub5|d|arle5

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranet at htp:#inside.honeywell.com/rim/.1t is the reader's responsibility to
review this intranet publication before taking netion based on this printed copy, which may be outdated. This copy was printed 15-Nav-2011 at 09:18:08 AM.
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Record Retention Schedule Honewell

Record Type Examples Qverride Info CI Label

Arlicles of Incorporation

B T T S I g
Powers:of:Attomeay.
Mana

rporate Goveman

its"of Authority' [Risk N

Business Task: 080 Unemployment Dascription : Unemployment Compensation provides income security to those who are no
Compensation lenger amployed while they seek new employment.

Info Class Label: [nternal

Record Class Details:

Info Class Code 08080 -TAX150 Racord Class Name State Unsmployment Tax Work Papers
Official Retaention Perlod &

Racord Description “Records of work papers submitted to state unempla?(ment divisions. Contains work papers employment
and wags information for terminated employess who are requasting unemployment compensation. Does not include tax filings /
returns.

Record Type Examples

SHAS RaAUeRL o, Separston and,WageTiormaton
Multiple Worksite Reports and Workpapers

Uriemploymint Insurance;Work Rapers anaiEormss
Insurance Audit Work Papers {Unemployment)

Override Info Class Label

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranet at httpy/inside.honeywetl.com/rim/.It is the reader's responsibility to
review this intranet publication before 1aking action based on this printed copy, which may be outdated, This copy was printed 15-Nov-2011 at 09:18:08 AM.
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Record Retention Schedule Honexwe“

Business Function: 09 Administrative Description ! Supports the day-to-day management and maintenance of the internal
Management organizational infrastructure.
Business Task: 040 Facilitles, Fleet, and Description & Supports the maintenance, administration, and operation of offices bulldings,
Equipment Management fleats, mﬁchinery. and other capital assels considerad as possassions of the
organization.

Info Class Label: Intemnal

Record Class Details:

Info Class Code (9040 -FAC110 Record Class Name Equipment Callbration Records
Officlal Retention Perlod ACT+10

Racord Description Records related to measurement and test equipment calibration. Includes calibration records and
comespondence. '

Calibration History Cards
CalloralioniGyclorRaporis

Certificates of Calibration

Record Class Details:

Info Class Code 09040 -LOG100 Record Class Name Aviatlon Logs and Papers
Officlal Retention Period 1 ‘
Record Description Records related to documenting a flight. Includes flight logs, passenger lists, etc.

o

Alrcraft Rasaenger; Ineranes
light Logs

Py

Record Class Details:

Info Class Code 03040 ~-LOG110 Record Class Namé Driver Drug & Alcohol Program
Official Retention Period 5

Record Description Records refating to Driver Drug & Alcoho! pregrams administered by Honeywell. Inciudes program
documentation, random and post-accident D&A results,

Record Type Examples
RBNHOm DRARAS IS LA o

Record Class Details:

Info Class Code 09040 -LOG120 Record Class Nama Driver Hours of Service (Logs)
Officia Retention Pariod ACT+3

Record Description Records documenting the hours of service completed by a driver on behalf of Honeywell business,
Includes driver work schedules, timecards and duty logs.

Override info Class Labetf
AR

Record Class Details:

Info Class Code 09040 -LOG120 Record Class Name Driver Qualification Filas
Officlal Retentlon Pariod ACT+3

‘This Retention Schedule of Honeywell Interational Inc. is published only on the Company's intranet at hitp://inside. honeywelk.com/rim/.It is the reader's responsibility o
review this intranet publication before taking action based on this printed copy, which may be outdated. This copy was printed [5-Nov-201T at 09:18:08 AM.
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Record Retention Schedule Hongxwe“

Record Description Records documenting the driver history of Honeywell employess. Includes driver background checks,
licenses and road fest certification records,

Override Info Gk Label

DiverAbplicatons for E Moy mants
Driver Licensas

Drivan Motorvenicia Racard 22 R .‘
Driver Background Chacks Restricted - Sensitive |dentification Data (S10) Restricted

Record Class Details:

Info Class Code 09040 -LOG160 Record Class Name Motor Vekicles - Maintenance
Official Retention Perlod ACT+3

Record Description Records related to repair and maintenance of Honeywell owned matar vehicles. includes routine
malntenance, scheduling, repair, and inspection.

Record Type Examples Override Info Class Label
| RepaIL ReCorIsHMOtor.VaNicles B T '
Work Orders Routine - Mator Vehic|

nepGeon ReCords (Molorvenidies

Maintenance Records {Motor Vehicles)

Record Class Details:

Info Class Code 09040 -LOG170 Record Ciass Name Motor Vohicles - Registration and Licensing
Official Retentlon Perlod ACT+3

Recerd Description Records related to the registration and licansing of vehicles, either company-owned or used by Honeywell
in the course of daily business.

Record Type Examp
CarRecords nT At Cns
Vehicle Licenses
Vahicia Raglsiration:
| Car Rental Files
Certificates of Jita’
Vehicle Parmits

Stata and:F edaralMotor.Vahida:

Record Class Details:

Info Class Code 09040 - LOG200 Record Class Name Vehicle/Driver Accidant Records

Official Retention Period 3

Record Description Records documentin? accldents in which Honeywell vehicies and/or Honeywell drivers ara involved,
[}

Inctudes analysis of the accident and any relevant findings, as well as accident logs, which provide a history of driver records
and prior accidents.

Override Info Class Label

Record Type Exnmples Qverride Info Class Label
'er rAdn Rsps ’ e . e ¥ ATa0
Driver Accident Claims

Vehicls Accident s

Criver Histories
LU

Vakilcle Damage Repoits

Business Task: 042 Physlcal Security Description : Supports the physical pratection of an organization's personnel, assets, and
Management facilties.

Info Class Label: Internal

Record Ciass Details:

Info Class Code 09042 - ADM150 Record Class Name Securlty - Incldents and Investigations
Officlal Retentlon Perlod 6

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranier at htp://inside. honeywell.com/rim/. It is the reader's responsibility to
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Page 23 of 76

HON 000036



Record Retention Schedule Honejfwe“

Record Description Records related to security/viclence/threat investigations of employess. Includes employes misconduct
cases, background investigations, compuler issues, etc.

Override Info Class Label

Business Task: 043 Travel Dascription : Supports the activities associated with planning, preparing, and monitoring of
. business related trave! for an organfzation's employees,

Infe Class Lahel: Unrestricted

Record Class Details:

Info Class Code 09043 - FIN220 Record Class Name Travel Program

Official Retentlan Perlod 6

Record Description Records related to the travel program for the procurement of travel services, transportation, and lodging.
Includes travel reservations, trip itineraries, preferrad hote! program, air booking data and travel expenses, and copies of tickets.
These record document the extent and purpose of trave! undertaken by employees on company business.

Record Type Examples ahbel
m—

| Brafarrsd’Hota program 3 ; e AR
Hotel Tracking Data

Business Task: 207 Department Description:  Department Management and Administration involves general departmant
Management and managemant functions and tasks.
Administration

Info Class Labal: Internal

Record Class Details:

Info Class Code 09207 - ADM100  Record Class Name Administration

Officlal Retentlon Peried 3

Record Description Records documenting business unit administration activities. Includes administrative recards such as
departmental correspondence and desk calendars. Includes intemal service records such as repraduction, graphics, mail,
messanger, computer support and and housekeeping. Includes records related to the transfer of company records to off-site

storage.
- O A nle O 0
Bl Oparatons Adminlstraton

- |Supplies Administration
Euipmeny NSNS/ S Sric s

Cateteria Administration

AasociaUons/MamBersripe

Iendar Books

IS Tatve ENes T
Objectives - Administrative
Recorde nransmibas oo

it i)

armantied’on: Purchased! Brodiicts; P

Expense/Budget Staternants (Deparimental)

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranet at hutpi//inside.honeywell.com/rim. [t is the reader’s responsibility to
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Record Retention Schedule Honeywe"

Record Class Details:

Info Class Code 09207 - ADM130  Racord Class Name Reference Materlals - Ge neral Reference
Officlal Retentlon Perfod ACT

Racord Descriptlon Records used s
materials, related projact materials.

pacifically for referance purposes, such as copies of periodical arlicles, legiglative

Override Info Class Label

Subject Correspondence
T A T e P T T
Books;iInformationaland Technica
Management Articles

Nawslatter (THe [nvestor)

Record Class Details:

Infa Class Code 18207 -ENG160 Rocord Class Name Reference Matartals
Official Retention Paricd ACT

Record Description  Documents kept for reference or business PUrposes.

Record Type Exam les
V31BN AndIFTocaeLrS MAnGaIE s
Newsletters

PR RN R TN
InformiatlonMatitials
‘I_E_ng[neag'yg Literature
Vendor Reference Ma
Brochires:: °
Clipping Services

This Retention Schedule of Honeywell International Inc, is published only on the Company's intranet at http://inside honeywell.comvrim/. It is the reader's responsibility to
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Record Retention Schedule Honeywe“

Business Functlon: 10 Financial Management Description: agons the aggregate sat of accounting practices and procadures that allow
for the accurate, efiiciant, ransparent, and effective handiing of all
organizational revenuas, funding, and axpenditures,

Business Task: 046 ]FI;lam:Iall Reporting Description : Provides financial information, reporting and analysis of financial transactions.
nformatlon

Info Class Lahel: Internal

Record Class Details:

Info Class Coda 10046 - AGC190 Record Class Name Financial Management Reporting
Officlal Retentlon Period MAX3

Record Description Reports and documents providing useful sales, accounting, financial, and inventory Information to
management. These racords are not part of accounting transaction processing or financial statement functions.

= > 4 O 0 b
oe vablal Reports;(FnanciallManagemernti
R ey o

CustAudit

Record Class Details:

Info Class Code 10046 - FIN19¢ Record Class Name Management Reporting
Official Retention Perlod 2

Record Deseription Reports and documents providing useful sales, accounting, financial, and inventory information to
management. These records are not part of accounting transaction processing or financial statement functions. Included in this
class are financlal performance reports and forecasts.

Override Info Class Label

2 Rl o

AecassRoporalPerormance Repons)a
Performanca Variance Re ons ]
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Record Retention Schedule | Honeywe“

Business Task: 047 Budget & Finance Description : Supports the management of the organizational budget process including the
development of plans and programs, budgets, and performance outputs and
outcomes as well as financing organizational programs and oparations through
appropriation and appartionment of direct and relmbursable spending authority,
fund transfers, investmants and other financing mechanisms.

info Class Label: Internal

Record Class Details:

Info Class Code 10047 - ACC186¢ Record Class Name External Financing - Loans
Officlal Retention Perlod ACT+6

Record Description Records related to the applications, issuance, management, and administration of loans to Honeywel.
Includss correspondence with landers, reports to lenders, debt information and work papers.

Reco d Type Examples Override lifo CI Label

FInancing: 4

Letters of Credit {External Financ
LoanWérk'papers (

Record Class Details:

Info Clags Gode 10047 -FIN110 Record Class Name Budgsts and Flnancial Forecasts
Official Retention Period ACT+1

Record Description Records related to intemnal planning and financial manafgement. Includes records of Honeywaell's income,
expenses, and cash flow on a monthly, quarterly, and annual basis. Includes fiscal year budgels for business areas and

eamings forecasts and analysis. Inciudes monthly, Qquarterly, and annual reports summarizing financial budgets and goals,

[-+'| Budgets
" | CaptBiBudgeta.
Budget Work papers
Operating:Budgets’

Business Area P&Ls

Record Class Details:

Info Class Code 10047 - FIN120 Record Class Name External Financing - Bonds and Debentures
Official Retention Period ACT+6
Record Description  Records refated to Honeywell's own debt and equity papers,

Record Type Examples Override Info Class Label

CorthcalaiTransiere s e
Sinking Funds .
RecavabIes SiKING Funds
Notes Receivables o
Industrial Revende Bonds
Bonds
Dabenturs:Ledy

Record Class Details:

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranes at hitp:#/inside.honeywell.com/rim/,It is the reader's responsibility to
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Record Retention Schedule Honeywe“

Info Class Code 10047 -FIN130 Record Class Name External Flnancing - Initlal Puklic Offering (iPQO) Records /
Stock [ssuance

Offlcial Retentlon Perlod IND

Record Dascription Records related to major financing efforts of Honeywell.

Record Type Examples QOverride Info Class Label

Business Task: 048 Accounting Descrlption : Supports accounting for assets, liabilities, fund balances, revenues and
expenses associated with the maintenance of organizational funds and
expenditure of organizational appropriations (Salaties and Expenses, Opsration
and Maintenance, Procursment, Working Capital, Trust Funds, etc.), in
accordance with applicable organizational standards.

Info Class Label: Internal

Record Class Details:

Info Class Code 10048 - ACC170 Record Class Name Escheat Property

Official Retentlon Period 10
Racord Description Records that document the inability to locate the recipient of monies or property and the associated
compliance with abandoned property laws.

Abandcred|Rroparty, Racordes
Escheal Records

Record Class Details:

Info Class Code 10048 - ACC200 Record Class Name Forelgn Currency Management

Official Retention Perlod IND
Raecord Dascription Records documenting the use of foreign money in setitement of foreign trade.

Record Type Examples Qverride Ino Class Lahel

Record Type Examples

Cliency,BUys/BelEs

'Forein chan Drafts

FEorelan|Deal Sips/ConfirTationt

Record Class Details:

Info Class Code 10048 -FIN100 Record Class Name Banking

Official Retention Perlod 6

Record Dascription Records related to banking activities. Includes deposits, checks, statements, reconciliations, drafts,
automatlc deposit plans, and cash management. Includes records that establish the terms and conditions for banking activities,
correspondence about the accounts, and analyses and audits of the accounts.

*Bank Account Reconciliations

Ml Record Class Details:

Info Class Code 10048 - FIN140 Record Class Name Flnancial Statements

This Retention Schedule of Honeywell International Inc. is published only on the Company's intranet at hitp/finside.honeywell.com/rim/.It is the reader's responsibility 10
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‘Record Retention Schedule Honeywe"

Officlal Ratentlon Period 10

Record Description Financial statements, reports, and back?round Information submitted to govamment agencies (Sacurities
and Exchange Commission {SEC), Intemal Revenue Service (IRS), states, etc.), shareholders, and othars. Includes financial
statements from subsidiaries and divisions.

Record Type Examples Override Info Class Label
AnnuslE L
Financial Statements

marship Records. DIreGor

SEC Fliings (100s, 10Ks, 8Ks)

Consclidated:Batance, Shast-8 INCome: Statamanin

Record Class Details:

Info Clags Code 10048 - FIN150 Record Class Name General Ledger - Journal Entries
Officlal Retantion Period 6

Record Description Records used to record transactions / activities to the Corporation's general ledger. This Incudes records
used to transfer charges between accounts and for summarizing account information.

Override Info Class Label

from OliBIda o

Accruals
Accounts! Pay i:Ca X
Manual Joumal Entries and Suggom g Documentation

LTt 1y

in
tries = Actounts ReceIvabIe . Sir

Record Class Details:

Info Class Code 10048 -FIN170 Record Class Name General Ledger - Year-End Ledger and Trial Balances
Official Retention Perlod 10

Racord Description Records related (o the general ledger. Includes the actual general ledger that summarizes all corporate
accounts.

Record Type Examples Qverride Info Class Label
SATEnd laggens o eas

General Ledger Summarlesr_

TialBatancas s

General Ledger Detail

i ol e B L

E’ﬁdgat;vs.{'A‘é?ﬂﬁﬁ‘égons

Record Class Details;

Info Class Code 10048 - FIN180 Record Class Name Interim Financial Records
Official Retention Period 3

Recard Description Records related to Interim financial records including interim inventory recdrds. interim general ledgers,
and interim financial reporting. Interm financial records that are superseded by year-end versions.

Record Type Examples Override Info Class Label
e TR T b e
Financial Statements -- Interim / Monthly / Quarteri

Goriarat Ledger S ARGHIE

Businegs Task: 649 Payments Description : Supports disbursements of organizational funds, via a variaty of mechanlsms,
to or?anlzatlonal and third party individuals, organizational entities, tlients,
suppliers, angd other third parties, to effec! Bayment for goods and services, or
distribute eritlements, henefits, grants, subsidies, loans, or claims,

Info Class Labal: Intemnal

Record Class Details:
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Record Retention Schedule Honeywe“

info Class Code 10049 - ACC100 Racord Class Name Accounts Payable - Invoices and Vouchers
Officlal Retantion Period ACT+7

Record Description Records related to payment of financial obligations. These documants verify the purchase of goods and
sarvices. Includes vendor invoices and supporting decuments needed to verify the accuracy of the inveice and to authorize

payment.

Record Type Examples
‘Serle

Dealer Claim Forms
“Vendor Elles’(Payabies)

Rebate Claim orrn )
Purchase,Ordes; (AG
*Check Requests

Record Class Details:

Info Class Code 10049 - ACC160 Record Class Name Employee Expenses
Officlal Retention Parlod ACT+7 -

Record Description Records used to manage and administer the employee expense raimbursement function. In¢ludes forms
Issued by employeas for reimbursement, audit reports, authorizations, travel and expenses, etc.

Record Type Examples

STrevel EXpensaiAdminiStration Recor

ll Record Class Details:

Info Class Code 10049 - COR160 Record Class Name Carporate Stock Transactions - Stock Redemption and
Cancelled Stock Certlficates

Official Retention Petiod ACT+6

Record Description Records related to the repayment of issued corporate stock, Includes capies of cancelled stock
certificates retumed to Honeywell by the transfer agent.

Record Class Details:

Info Class Code 10048 - COR170 Record Class Name Dividends / Interest - Payable
Offictal Ratentlon Perlod '6
Record Description Records related to dividends and Interest due for payment by Honeywell,

Record Type Examples
interest:Coupons’(Rald fUnpaid) %

Payable Listing

Record Class Details:

Info Class Code 10049 - LOG140 Record Class Name Frelght Payment
Official Ratention Period ACT+7 '
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Record Retention Schedule Honeywe"

Record Description Records related to payment of financial obligations by Honaywell for the transportation of goods
throughout the United States and abroad.

Re
reight
Freight Payment

Record Class Details:

Info Class Code 10049 - LOG180 Record Class Name Recelving Documentatlon
Dfficlal Retentlon Period 5 :

Racord Description Records that include commercial and military receiving records. Includes import records such as customs
information and brokerage material,

Overnde Info Class Label

rd Type Examplos _ Qverride Info Class Label
toms; Reporting{*-

Proof of Import
TSCATmpon Cerification
Tracaabls Certifications
Rocaiving Reports and'
Customs Bonds

Business Task: 050 Collections and Description:  Includes deposits, fund transfers, and receipts for sales or service.
Receivables

Info Class Label: Internal

Record Class Details:

Info Class Code 10050 - ACC105 Record Class Name Accounts Payable - Aerospace Invoices and Vouchers
Offlclal Retentlon Period IND
Record Description Records related to payment of financial obligalions specific to aerospace. These documents venfy the

{. purchase of goods and services. Includes vendor invoices and supporting documents needed to verify the accuracy of the
invoice and to authorize payment Does not include hon-aerospace invoices and vouchers,

See ACC100 for Accounts Payable - Invoices and Vouchers.

Record Type Examples Override Info Class Label
*ACEOlNtsPay able S
Cash Disbursements
Check: Reqliests s
Dealer Claim Forms
invoices'and Suppon

| Market Developmant F
Maltarial Rocaipts. "
Payables

Rebate Claim Forms
BBCBIIGY SHIBBRG T eatie Invoice
Searvice Orders -
Vendor Fiies (Peyables). . - ;
Vouchers (Payables)

Record Class Details:

Info Class Code 10050 - ACC110 Record Class Name Accounts Receivable - Cash Receipts
Official Retention Period ACT+7

Record Description Records documenting cash receipts of payments receivad from customers.
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Record Retention Schedule Honeywe“

Override Info Class Label

Record Class Details:

Info Class Code 10050 - LOG130 Record Class Name Shipping Documentation
Officlal Retention Pariod §

Record Description "Records that include commercial and military shipping records. Includes export records such as customs
information, brokerage material and export history. Does not inciude aercspace or non-US.

Record Type Examples
Commaraaninvoice
Alrway Bills

FaEkaging,Sips

BN e T,
T g
Customs Forms

B A ERp O NOUCANGNS

Qverride Info Class Label

Records of
Shipments

Record Class Details:

Info Class Code 10050 - LOG195 Record Class Name Shipping Documentation - Aerospace
Official Retention Period 20

Racord Description "Records related to shipping documentation for aerospace. Includes aerospace shipping and inspection
records. Doss not include non-US and non-Aerospace.

Record Type Examples

| Rliway;Bllls TABTCspace HERRTE I

Commercial Invoices - Aerospace
CaIRANCeTT Ags S ABTOSnBCE L Lah

Override Info Class Lahel

Packaging Stips - Asrospace
SHiRrIngIDCEUments (iAsTogpacer
DD Forms - Aerospace

Record Class Details: .

Info Class Code 10050 - SAL110 Record Class Name Client Billing - Invoices and Supporting Documentation
Official Retention Period ACT+T
Record Description Records related to the invoicing of clients for work parformed by each local office.
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Record Retention Schedule Honeywe"

Record Type Examples Override Info Cl:
Inveices B SUpRoring Documentaton (ClentEilmg NERane
Dabit Memoranda

CreditiMermoranda;

Record Class Details:

Info Class Gode 10050 - SAL170 Racord Class Name Ordaers - Asrospace
Officlal Retentlon Period ACT+7

Racord Description Records ratated to orders recsived by Honeywell for asrospace products; the type and quantity of the
products and services to be delivered.

Label

Override Info Class Label

: :
Contract Review Documents

Salas OTdaTs and G orE Con I Do e

Record Class Details:

Info Class Code 10050 - SAL180 Record Class Name Orders - Non-Aerospace
Official Rotentlon Pariod ACT+7

- Record Description Records related to orders received by Honeywall for non-aerospace products; the type and quantity of
setvicas and products to be delivered.

Record Type Examples
Acknowledgements
. |Changes:
Customer Flles

QOverride Info Class Label

EE airs _
Trada Reparts :
Business Task: 079 Ganeral Retirement and Description : General Retirement and Disability Program Management involves the
Disability Program development and management of retirament henafits, pensions, and Income
Management sacurity for those who are retired or disabled,

Info Class Label: Internal

Record Class Details:

Info Class Code 10079 - AGC220 Record Class Name Investmaent Management - Pension Plans
Official Retention Period IND
Record Description Records related to investments for Honeywell-provided pension and retirement funds.

Record Type Examnples Qverride Info Class Label

Pension Corraaponaencs s
Actuarial Reports

Penslon:Eund.Triistea Stateman
| Pension Fund Manager Fil

Investment Transaction Lists
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Record Retention Schedule Honeywe“

Business Task: 206 Acqulsitions and Description:  All activities invalved in the purchase of companys by Honeywell or the sale of
Divastitures Honeywaell companys to others.

fnfo Class Label: Restricted - Regulatory Restricted - Financial Restricted

Record Class Detaiis:

Info Class Code 10206 - AUD130 Record Class Name Government Compliance and Reporting - Antitrust
Acquisitlon Reporting

Official Retentlon Perlod 6

Record Description Records related to Securities and Exchanga Commission (SEC) reporting for acquisition transactions
exceeding tan million dollars. Includes the filings to the SEC.

Record Type Examples Overncle Info Class Lahel

Record Class Details:

Info Class Code 10206 - COR100 Record Class Name Acquisitions and Divestitures - Completed Deals
Official Retention Period IND

Record Descrlrtlon Records related to extensive research that was conducted prior to the acquisition of an organization by
Honeywall, Includes records for completed deals, general, historical and financlal information about Honeywell. Does not
include records related to failed deals.

See COR105 for Acquisitions and Divestitures - Failed Acquisitions.

Recard Type Examples
by M‘b‘-\l‘l?'i‘l

Dt Dillgence: Records < Completed Daal
Conﬁetiali ) Agreement Co m Ieted

ide Info Class Lahe!

Record Class Details:

Info Class Code 10208 - COR105  Record Glass Name Acqulsitions and Divestitures - Failed Acquisitions
Official Retention Period 5
Record Description Records related to extensive research that was conductad prior to the acquisition of an organization by

Honeywell. Includes records for failed completed deats, general, historical and fi nanclal information about Honeywell. Does hot
include records for completed deals.

See COR100 for Acqulsitions and Divestitures - Completed Deals.

Historical Records - Failed Cornpleled Deals

Record Class Details:

Info Class Code 10206 - CRM095 Record Class Nama Acquisitions & Divestituras
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Qfficlal Retontlon Parlod IND

Record Descriptlon  All documents related to sale and purchass agresments ralated to Corporate Risk Management.

Record Type Ex
REpaHE L

Policles
Agraemants : .;
Comespondence

amples

This Retention Schedule of Honeywell Intemational Inc. is published only on the Company's intranet at h(tp:m'nsidc.honeywel!.comfrim.;’.!t is the reader's responsibility to
review this intranet publication before taking action based on this printed copy, which may be outdated, This copy was printed 15-Nov-2011 a1 69:8:08 AM.

Page 350f 76

HON 000048



Record Retention Schedule Honewell

Business Function; 11 Human Resourcas Dascription : Supports all activities associated with the recruitment and management of

parsonnel,

Business Task: 051 Benefits Management  Description; Supports the administration of entitled benefits for organizational personnel

such as retirement, medical, disability, and insurance.
Info Class Label: Restricted - Sensitive Identification Data (S1D) Restricted

Record Class Detatls:

Info Class Code 11051 - HRB100 Record Class Name Benefit Administration - General
Officlal Retentlon Period IND

Record Description Records related to the general management and administration of con;porate benefit plans. Includes plan-
related and vendor correspondence and general employee communications relative to benefits.

Record Type Examples

Benefit Communications

Record Class Detoils: .

Info Class Code 11051 - HRB110 Record Class Name Banefit Administration - Rotlree Benefits Plan Reporting
Officlal Retention Perlod IND

Record Description Records related to the management and administration of corporate employee retirement programs,
Includes 5500's, annual valuation reports and correspondence.

R O
AGHIATBI Rapos

Trust Reconciliation

Record Class Details:

Info Class Code 11051 -HRB120 Record Class Name Benefit Adminlstration - Stock Plan Administration
Official Retention Period IND

Record Description Records relatad to the administration and management of Honeywell stock option and stock purchase
plans. Includes reports that summarize the alfocation, granting, and exercising of employee stock options.
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Record Type Examples Override Info Class Lahel

”E:GCIaI Pro;acts Blnders
YearEndiDeducion Reports
Stock Ra tstars

Stock O hon Summa
Optlong Exercise DC ;
Slock Optiun Grants Documentatmn
Spa_clal Status; ‘Partickiation: Rexorts
State Street Check Registers
Finaricial Account*Adjushnent Blnders W
Distribution Statements

Cpetit PTG S
 Distribution:iedgar:
Diractors Plan Binders
Stock Option Erogtan, Salared EmployeeaD
Annual Summary of Stock Option Grants

%

e =L

‘R concliiation: Bl de

I

_Ng_ry_quallnad uallfiad:{NQYAririual; Payme;\‘t«R’ Spors

Eg_a”n Interest Statemenis

Payrolleunidlgg ‘Blndars: it
Thiift Plan
Pavrolllintariace Tean. Team - SpecialProject Files i
Legacy Companx gAcquismons Files and Binders ‘
Laga acy: CommyA(Acqulmd)Llp_cenHve-Plan
Charge Back Sheets

Highly Compansated Employes (HCE), Detarminasen

R t',y%mﬂw

Frozen Fund Data
FaymlInggIs‘t'i U
Purged Record Informanon

Record Class Details:

::agfo C:'ass Code 11051 -HRB130 Record Class Name Bsnefit Enrollment and Participation - Benefits Summary
acords .

Officlal Ratention Period IND

Record Descriptfon Records summarizing total employee enralimant and participation in Honeywall-sponsored banefit
pragrams,

Record Type Examples Override Info Class Label
L A FETREL

Dedlicton Gontrol Records:

Benaf ts Accrued Reports

Years'of Service.
Summary of Benefit Contribution

T MR

Herigfit Contributions

Record Class Details:

Info Class Code 11051-HRB140 Record Class Name Benefit Enrollment and Participation - General
Officlal Retention Period IND
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Record Retention Schedule Honewell

Racord Description Records of slectlons by employees for type and amount of participation in Honeywasll-spansored benefit
plans; employae's benaficiary designations; and other short-term records, such as change of address forms. Includes records
required to confirm eligibility for benefits.

Override Info Class Label

Record Class Details:

[nfa Class Cade 11051 - HRB150 Record Class Mame Benefit Enroliment and Participation - Loan Applications
Officlal Retentlon Pariod ACT+6

Record Daescription Records related to money borrowed by an employee against thelr retirement plan. Includes loan
application and related corraspondence.

Record Type Examples

Record Class Details:

Info Class Code 11051 -HRB160 Record Class Name Benefit Plan Texts and Amendments

Official Retention Pariod IND

Record Description Records related to Honeywall-sponscrad benefit plans. Includes insurance, pension disability, survivor
ptograms, ESOP, PAYSQP, vesting criteria, vacation entitlements, educational assistance, savings plans, and any seniority or

merit systems.
Record Type Examples Override Info Class Label
’EO el PlaniAmendments; B n’*-gg;ﬁm o .

Record Class Details:

Info Class Code 11051 -HRB170 Racord Class Name Benefits Administration - Health & Welfare Administraticn
Official Retention Perlod IND

Record Description Records related to the management and adminisiration of benefits for nonpays, medical, dental, life and
insurance pfans. This Includes records such as lump-sum retlrees, special medical, payments to medical and dental carriers.

Record Type Examples Qverride Info Class Label

Siaaen (EeaTAeHae) T

-ﬁ;&“
_(Enrfeﬂondenca ch& elfare
Diract Raimpursamentireco

3t

Bonefit Payments
Clalmsﬂe-:ﬁJBaslcimﬂal

Record Class Details:
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Info Class Code 11051 -HRB180 Record Class Name Beneflts Adminlstration - Leave of Absance
Official Ratention Perlod IND

m%:rdl_nescriplion Records related to the administration of LOA Policies, such as Family and/or Medlcal Laave, Civil Leava,
ilitary Leave.

Record Type Exainples
eavelon Absenca olities R

Comrespondence (Leave of Absencs)

Qverride nfo Class Label

Record Class Details:

Info Class Code 11051 - HRB190 Raecord Class Nama Bensfits Plan Developmant - Actuarial Reports
Cfficial Retention Paeriod IND

Record Dascription Reports projecting life expectancy, future bensfits and other information needed to calculate contributions
and provisions of benefit programs.

Record Type Examples Override Info Class Label
Llfai A‘Rp R, R T O : .

Actuarial Reports
m‘”‘mf"““’g' dies:
Record Class Details:

Info Class Coda 11051 - HRE140 Record Class Name Employee Relocation
Official Retention Period §

Record Description Records ralated to the relocation of employees, both domestic and international, Includes approval forms
and relocation expense documentation.

Record Type Examples QOverride Info Class Lahel
Bal0 Eralan Bl [ReGaTonCoNs
Contracts with Outside Providers Handlin

International Relacation

HEUSenold Goods Storaas RAcords. : -

Relocation Authorizations Internal

TransmitalDoCmantaton (RSIGCRtoRT et fintormat

S _

Buslness Task: 052 Personnel Management Descriptlon : Supporis the general mana?emgnt of the organizational workforeca, including
functions such as personnel action processing, employee tracking, position

dlassification and management, discipline/grievance, advancement and awards
and labor relatlons.

Info Class Label: Restricted - Sensitive Idantification Data (SID) Restricted

Record Class Details:

Info Class Code 11852 -HRE130 Record Class Nama Employee Relations
Official Retention Perlod ACT+6

Record Description Records related o employees concerns, complaints, employee assistance programs, referrals, and
disciplinary records.

Qverride Info Class Label

| n’Force R!f,) Records and La F
Disciplinary Documents including but not Limited to Employee
Warnings, Emplorae Complaints, Written Discipline Notices
Employee Situat ons), Early Warning Notices

T R B AT T e ey P e
Employag: nvestigations:: SR
Tribunal/Court Gases and Agency Matters Including EEQC
Casa Flles

EAP Em Ipyee AssistgncglPrpqL?_m - )
Attomey, Work Froductiinvasligations (Employes SHaatona

Record Class Details:

This Retention Schedule of Honeywell International Inc. is published only on the Comipany's intranet at httpinside honeywetl.com/riny/,}t is the reader's respoensibility 10
review this intranet publication before 1aking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 a1 09:18:08 AM,
Page 3% of 76

HON 000052



Record Retention Schedule | “one)’we“

Info Class Coda 11052 - HRE170 Record Class Name Job Descriptions
Officlal Retentlon Parlod ACT+10

Record Description Records related to job descriptions, including summary of position responsibilities, raquirements, reporting
relationships and functional job descriptions which describe the physical requiremients for tha job.

Record Type Examples Override Info Class Label
Descriptions : 2

Record Class Details:

Info Class Code 11052 - HRE190 Record Class Name Personnel Flles
Officlal Retentlon Perlod ACT46

Racord Descriptlon Records regarding employees beginning with their initial hire. Includes promotions, performance
appralsals, transfers, rainstatements, etc. These records provide a histery of employment.

Job History Recds _
EdLcation CruRCates s
Bakground Checks

Berformanca’AnD

Letter of Acceptance

Record Class Details:

Info Class Code 11052 - HRE495 Record Class Name Personnel Files - Leave of Absence
Officlal Retantion Period ACT+6 '

Record Description Records related to the agministration of LOA policies such as Family andfor Medical Leave, Civil Leave
and Military Leave.

Record Class Details:

This Retention Schedule of Honeywell Intemnational Inc.-is published anly on the Company's intranet at http:/finside.honeywell.cam/timy. It is the reader's responsibility 10
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Info Class Code 11052-LEG110 Record Class Name Contracts and Agreamants - Employes Agreements
Official Retantlon Period ACT+7

Record Description Racords related to obligations under contracts, leases, and other agresments betwesn Honeywell and
employees. Includes confidentiality and other employment agreemants.

Override Info Class Label

Compste Agresments

AL Employment Agreoment

Efmplovment Agreeraen

Business Task: 053 Payroll Management Descrlption : Supports the administration and delermination of organizational employee
and Expense compensation.
Ralmbursemant

Info Class Label: Internal

Record Class Details:

Info Class Code 11053 - HRGC100  Record Class Name Compensation - Board and Committae
Officlal Retention Perlod ACT+7

Record Description Records relating to the administration of compensation paid to autside board of directors.

Record Type Examples
Board.and Commiliee CompansBUOn K alarancalETas
Qutside Diractors Compensation Program Records

Override Info Class L_abel

Record Class Details:

Info Class Code 11053 -HRE100 Recotd Class Name Compensation - Salary Administration
Officlal Retention Parlod ACT+6

‘R'e_‘cord Description Records documenting the determination and monitoring of managament and non-management salary

programs/structures, incentive programs, job classliications ard placements, allowances, etc. Includes pay scales, salary
surveys, benchmark job descriptions, etc

Record Type Exampies Override Info Class Label

Bonus Plans
Commission;Payments &, - .- .-
Salary Pragrams / Structuras

Job Evaluations~
_Ijn_’c-:gﬁwfamdh‘ins 1
EQPIO €8 Allowances
Pol
Be

Salary Benchmarking

Record Class Details:

Info Class Code 11053 -LEG230 Record Class Name Garnlshment Accounting
Cfficiaf Retention Porlod ACT+6

Record Description Records related to the withholding and payment to third parties of amounts garnished from employes
wages as required by court order.

ecord Ty
Court Oraers e
Asslgnments, Attachments, Gamn|

‘ Lo T

Fedoral Lovies.. -
Garnishment Reports

RS- TS

hild'Stpport Grders -

pe Examples

This Retention Schedule of Haneywell International Inc. is published only on the Company's intranct at htip://inside honeywell.com/rimy,It is the reader's responsibility 1o
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Record Class Details:

Info Class Code 11053 - PAY100 Record class Nama Employee Tima and Attendance Records

Officlal Retention Perlod 5

Record Description Racords related to the identification and reporting of hours worked. Includes all time card and time sheets
submitted to payroll In order to record hours warked (or hours on vacation) for a particular period.

Record Type Examples verride Info Class Label

Control Records

Record Class Details:

Info Class Code 11053 - PAY110  Record Class Name Payroll Accounting - Commisslon Calculation and Reporting
Officlal Retontion Period 6
Record Description Records related to sales commission calculations and payments.

Record Type Examples _ Dvernde Info Class Lal)el
mmmlsalonn‘a% Sal WEoreign 3 ; GHi LS

Camrmsslon Calculaﬂons

Commlssuons Payabls Statemenl

Record Class Details:

Info Glass Code 11053 -PAY120 Record Class Name Payroll Accounting - General
Officlal Retention Parlod ACT+7

ﬁafmd Description Records decumenting payroll and benafits accounting Including input records, summary statements and
story.

Record Type Exnmples Querride Info Class Label

2ayroll arass
Payroll Records
Bep_,mg?ﬁfocui Zo0 nygg' "E‘ EWIth'd' rawal;

Payroll History

Business Task: 054 Resource Training and Description : Supports the active building of capacities in staff members through formal
Development education, technical training, or other means of education,

Info Class Label: Internai
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Recaord Class Details:

Info Glass Code 11054 - HRE150 Record Class Name Employee Tralnlng ! Attendance, Certification and
Development

Officlal Retention Period ACT+5

Record Description Records related to the development, altendance and operation of Honeywell-and vendor sponsored
training programs and seminars. [ncludes seminars, aducational assistance, managemant and supervision development, Also
includes records related to educational training and attendance and completion records

Recard Type Examples
COUTRSEVRIURNOR SeTinars W s

Course Manuals - General Training and D
Programs

Coliran; sohedylas
Trainlng Plans
TitonRelmborser: e
Employes Training Requirements/Records
Eﬂrsa%éhﬁ-ilﬁ’{Shﬁetsi o : oh
Attendance and Course Content
Forklift, Confined Space)

Record Class Details;

Info Class Code 11054 - HRE200 Record Class Name Training and Developmant Programs - Health, Safety &
Environmental

Officlal Retention Poriod ACT+5
Record Description Records documenting Health, Safety & Environmental (HS&E) training provided to employees.

Override Info Class Label

Record Type Examples Override Info Class Lahel
RBS0UrCe COneery o ang A Ty IAGt

Training Program Documentation

- T

als
[Regulatory Required Training

Business Task: 055 Security Glearance Dascriptlon ; Supports the processes associated with ensuring employees, contractors, and
Management others have been approved to enter organizational buildings, utifize
organizational services, and access sensitive information.

Info Class Labal; Restricted - Confidentiality or Integrity High

Record Class Details:

Info Class Code 11055 - ADM140 Record Class Nama Security - General
Officlal Retention Period 6

Record Description Records refatad to routine security actions taken to protact Honeywell employees, equipment, buildings
and information. Includes password lists, access lists, and investigations.

Qverride Info Class Label

Building Access Lists
Incidents’and:Investigations. - . . 5
Technology Control Plan
Faclity;Clearance
Badge Lisls
Secuty Cortaspondsnce
Computer Passwords
Parsonniel Sectrity Clearance Records.

Business Task: 056 Staff Recruftmentand  Description : Supports the active marketing and hiring of personne to fill opportunities and
Employment vacancies within an organization.
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Info Class Label: Internal

Record Class Details:

Info Class Code 11056 - HRE120 Record Class Name Employee Recrultment and Selection

Officlal Retentlon Period 3

Record Description Recards refated to personnel requests, job applications testing, advertising, position descriptions,
interviews, aete. Includes appiications, Job postings, personnel requisifions, and candidate evaluations. Includes applications

from current empioyeas who apply for opan positions.

atrices
g JWT, Ad Agencles, Medla, Non-

Business Task: 075 Labor Rights Description : Labor Rights Management rafers to those activities undertaken to ensure that
Management employees and employers are aware of and comply with all statutes and
regulations concaming labor rights, including those pertaining to wages,
benefits, safety, health, whistle blower, and nondiscrimination policles.

Info Class Label: Intarnal

Record Class Details:

Info Class Code 11075 - HRE160 Record Class Name Equal Employment Cpportunity

Otficlal Retention Period ACT+6&

Record Descriptlon Records documenting Honeywell's compliance with its equal employment pelicies. Includes reports which
| Employment Opportunity Commission identifying the workforce demographics.

Honeywel is required to file with the Equal

Record Type Examples Override Info Class Label
Rfimatve; Aclon Matenals

Discrimination Cases
Diveratty;Recordsiia:
Reference Material
Sextial Harassment:
Report

Record Class Details:

Info Class Code 11075 - HRE165 Reacord Class Name Forelgn National Resident Eliglbifity (VISA)

Cfficlal Retention Perlod ACT+3 .

Record Description  Records related to foreign national resident eligibility and immigration issues for employees. Inciudes
foreign national resident eligibility {Visa).

Record Type Examples

Faraim NatonalResIdentEIg DRy VIS AT

Right to Work Documents in All Countries

Record Class Details: .

Info Class Code 11075 -HRE180 Record Class Name Labor Relations
Qfficial Retentlon Perlod ACT+6

Record Description Records related to relations between Honeywell, labor unions, and employees. Includes arbitration
records and records documenting Honeywell's bargaining relaticnship with the labor unit, and records regarding unsettled labor
controversies which are presented to an arbltrator.
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Record Type Examples
LaboNDisputes s

Arbilration Recerds (B
Work Council: Agresr

Notgs from Bg&gait_wing)
Unfalt{abonGharges -
Grievances

Business Task: 076 Worker Safety Description:  Worker Safety refers to thosa activities undertaken to save lives, prevent

injuries, and profect the heatth of the organization's workers.
Info Class Label: Internal

Record Class Details:

Info Class Code 11076 -HRE110 Record Class Name Drug and Alcohol Testing - Negative Resuits
Official Retention Perlod 5

Record Description Records related to drug and alcohol screenings required by all individuals applying for a position at
Honeywell, as well as periodic and random testing when the lab results are negative.

Record Type Examples
RCTH O v
Fl‘._gaRasuHs_‘ I
Cheintof Gustody Form

Record Class Details:

Info Class Code 11076 -HRE115 Record Class Name Drug and Alcohol Testing - Posltive Test Results
Official Retention Period ACT+5

Record Desctiption Records related to drug and alcohol screenings required by all individuals applying for a position at
_ Honeywell, as well as periodic and random testing. Records include positive lab results, )

Override Info Class Label

eco [ O cl 0
| Eab Resiite Poaitve (DG and ACORCILT 2 S ne TR

Chaln"of Custody Forma (D

Test Results, Positive {Drug and Alcohol Testing

>y

‘and‘AlcoholFTesting ) a4
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Business Function: 12 Supply Chain Description : Supports the purchasing, tracking and overall management of goods and
Management services.
Business Task: 057 Goods Acquisition Description:  Supports the procurament of physical goods, products, and capital assets to be
used by the organization.

info Class Label: Internal

Record Class Details:

Info Class Coda 12057 - LEG200 Record Class Name Contracts and Agraements - Suppllers
Offictal Retention Perlod ACT+7

Racord Description Records refated to obligations under contracts, leases, licensing and other agreements between
Honeywell and suppliers of equipment, software, raw materials, parts and supplies used in the manufacturing and testing of
Honeywell products/materials. [ncludes all supplier-related contracts and contract management.

verride Info Class Label

Documaniation

uiting Agreamante; EnGIneaHng; S roperte:
Nondisclosure Agreements
Enginearing|Gontracia Bz

Subcontractors
‘SlinBilof, RalBGIty AGrarmants Lo
Addenda to Contracts
VandorRetease & Indemuiry Ag
Amendments
Contacts ant

Recard Class Details:

Info Class Code 12057 - PUR100 Record Class Name Redquisitlon and Procurement
Official Retention Perlod ACT+7

Record Description Records related to the request, authorization, and procurement of goods and services. Includes supplier
bids, correspondence, and miscellaneous supporting raquisition documents.

Change Orders

'Source Deviation-Justncauon
Small Business Re

R oot B aaAR D
Purchasing Bids
Construction Estimatas ar

Procurement Log

Business Task: 058 Inventory Control Dascription : Supports the trackfng of information related to procured assets and resources
with regards to quantity, quality, and location.

Info Class Label: Internal
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Record Class Delails:

Info Class Code 12058 - ACC120 Record Class Name Capital Assets
Officlal Retention Parled ACT+7

Record Description Records documenting the purchase, sale, and improvement of real property and equipment, as well as
depreciation, amortization, etc.

Override Info Class Lahel

“P A
s

*Depreclalion'Records-and’ S

‘g.inortization Recordgr .
o e AT R AT T
*Real:Estate’> Plans and Specificatio

Record Class Details:

Info Class Cade 12058 - ADM110  Record Class Name Administrative Inventory Control
Official Retentlon Pariod SUP

Racord Description Records documenting the type, model, location, and léi|u:;u'|tilies of personal property (such as supplias,
equipment, sic). Theso records are used for operational purposes only. In
warehousing documentation.

udes inventory lists, inventory tums, and other

Record Type Examples
m--mwm»wm;\g-

informationsTechnolagy;Invartores (Comi
Revaluation

Qverride Info Class Labet

Plant and Fixture Inventories
Warehousing DBe e ntaton. .
Fleld Inventorles
Eipment e v
Control Records - Stock
MachineID;NUMbers Regists
Seriaf Number Books

AdN o ity

[nventory RO poNts sTUrmis

Record Class Details:

Info Class Code 12058 - MANT00 Record Class Name Inventory Control
Officlal Retention Perfod SUP

Record Description Records documenting the type, model, location, and quantities of Honeywell property (such as supplies,
equipment, surplus equipment, etc) for staff use. These records are used far operational purposes only, Includes inventory
tums and other warehousing documentation. Does not include inventory of Honeywelt records.

pe Examples
‘ o

Warahousing Coctmentalion am
Materigls Inventory

Invantery. Lisis %
Scrag Materials
M) Tt
Surplis Equipnyent;
. Stock Lists _

Inventory Summiaries

Qverride Info Class Lahel

Business Task: 060 Services Acquisition Description : Suppgrts the oversight and/or management of contractors and service
providers.

Info Class Label: Internal
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Record Class Details:

Info Class Code 12060 - AUD100 Racord Class Name Contract Parformance & Compliance
Official Retantlon Period ACT+7

Record Description  Records dogumenting performanca and compliance for work performed by Honaywell or by a contractor
on Honeywall's bahalf, This includes parformance of services and work products dellvered as well as legal saettlements.

Record Type Examples

CORDACts Reriormance Datar MItary &) NomMInar]
Cost Monitoring Records

Recerd Class Details:

Infa Class Code 12060 - PUR110  Record Class Name Suppller Relatlons - Supplier Quality Program
Official Retention Period & !

Record Description Records related to quality standards established by Honeywell with its suppliers. Includes supplier
program thresholds and performance ratings. )

Silriplier.Comespondence (Gualky L
Supplier Contact Resume
SighilerRelngs iy
Supplier Survey Audits
Stamp RequIslion G ant ol Forma  QUalIy)

Suplir io Records .
SUBRIar QUallty, Reqorements Spam
Centified Supplier Program Documentation

Record Class Details:

gxfo Class Code 12060 - PUR120 Racord Class Name Vendor and Supplier Relations - Supplier Corrective Action
equests

Official Retentlon Perlod 6

Record Description Records related to request for corrective action from a suppller. Identifies the problem and recommends
carrective action. Includes records that document visits to suppliers,

Record Type Examples "
Stipn o CATactva ACHON|R GqUBRLE (CAR)

Supplier Rasponse to CA
SUBpIIBLSHE VSIS LA

Business Task: 200 Manufacturing Description : Supports the activities associated with the organization, planning, management
Administration and : and measurement of Honeywell's manufacturing processes.
Managemaent

Info Class Label: Intarnal

Record Class Details:

Info Class Code 12200 - ACC130 Record Class Name Cost Accounting - Englneering Cost Accounting
Offlclal Retentlon Perlod ACT+7

Record Descriptlon Records used to evaluate, document and analyze englneering costs, Included contract files, program
reports and data, labor reports and closing files.
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Record Type Examples Override Info Class Labei
|EWAS (Therdiviziona Engineenirig Work : B 5
Labor Reports
ContractFlgs: "
Closing Files
Charge Listaces

Major Engineering Program Shaets
Brogran Reports s Data”

IPDS Phase Gate Cost Records
Eroject NUMbeLREROMS 7
Liaison Reports

TEB RUNS e
Rate Adjusiment Work papers & Rate S¢
R&D/Renorts
Propaosal Repors

Recard Class Details:

Info Class Gode 12200 - ACC150 Racord Class Name Cost Accounting - Production
Official Retention Perlod ACT+7

Record Description Records related to the costs of production of finished goods. Includes labor analysis, and other
manufacturing/production analysis and calculations used to calculate total product costs.

Override Info Class Label

*Monthly Closed Files
*CostSchedules~.". .
Cost Accounting Analysis
Workin-Progess

Record Class Details:

Info Class Code 12200 - MAN110 Record Class Nama Manufacturing Administration and Management
Official Retention Perfod ACT+10

Record Description Records that document and suppart the overall management, organization and planning of Honeywell's
manufacturing process and measurement of production performanca,

Accegtance Test Procedures and Results
11, Quallficaticr Doclimentation.-

i
Completed Job Folders
Compistad Projact Repar R ik

Manufacturing Process Management Review
Celculation Filas; P i
Blue Prints, Drawings, Maps, Tracings

Record Class Details:

Info Class Code 12200 - MAN120  Record Glass Namae Manufacturing Process Design
Official Ratention Period ACT+10

Record Description Records refated to production planning and the definition and testing of the manufacturing process
following product design and development. Includes pre-production as well as full-scake production planning. Includes design
records for software required to operate manufacturing and testing equipment, tooling, fixtures and test equipment.
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Recorci Type Exa mples

Bilis of Material

v S i e D
 Work: Orders! andg‘l‘lmekeeplng Racords r i
Projact Plans and Spaclf jcations - Abandoned

e o i S

Record Class Details:

Info Class Code 12200 - MAN130 Record Class Name Manufacturing Production Detail

Officlal Retention Parlod IND

Record Description Records documenting the production process up to product shipment. includes production schedules,
work orders, manufacturng specifications, and related preduction records.

verrlde lnfo Cl'ISS Label

e It et
Production Plck Ltsts

Orta v

Engibearing Ghange:crders (Production,coples))

o] eratorsl - _

ShiftNGtas and REpONS 1 R

Manufaciunng Specifications P.roduchon Copy
e ;

Record Class Details:

Info Class Code 12200 - MAN140 Record Class Name Manufacturing Quality
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Officlal Retention Perlod IND

Record Description Rscords specific 1o Honeywell's manufacturing programs. These records document all aspects of the
manufacture and assembly of agrostructures products, ansuring that customer requirements and quality standards ars mat,

Override Info Class Labe!

Trace:ablilty:Resords”, -
ical Aviation Parts
Travelers o
Eriaiie Aasermbn Repors A TR
Cordition of Acceptance of Power
ASERE SRS e HarAre

Operation Transfer Sheets
BB RS,
Assembly Records
ASSembly T Baar
Removal Cards

Record Class Details:

Info Class Code 12200 - MAN150  Record Class Name Materlal Contral Records - Non-Conforming Material
Official Retenticn Perlod IND '

Record Description Records relating to the disposition of materials, parts, or supplies intended for use in manufactun'ng that
are rejected during Incoming Inspection or from the production floor. Includes recards of the Material Review Board (MRB),

Qverride Info Class Label

MR8 Inveng?‘fy Reconditions
Sc/ap/Salé!Reports.
|Deviation Authorizations

MRE:Raviews: : .| - .. .
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Business Function: 13 Information & Descrlption : Supports the coordination of Information technology (IT) resources and systems
Technology required to support or enable a client service,
Management

Business Task: 062 System Development Description : Supports all activities associated with the in-house design and development of
’ software applications.

Info Class Label: Internai

Record Class Details:

Info Class Code 13062-ITE100 Record Class Name Computer Application Development and Converslon
Official Retentlon Perlod ACT+6

Record Dascription  Records used to document the development of new functicnality and architecture for Honeywell's
computer systems and epplications. Includes business analysls, functionalftechnical specifications, and quality assurance
testing documents.

Qverride Info Class Label

(SyatemvAp A ! <0k R -
marogramming Standards Iiatn vel pment .
BB EIan, Sohadule [ W OIKBOOK Y Feea R R - Z
Risk Assessments

SRR it

ralning matenals

E!ectrolc at Processing Documentation

PilorAIRha; Beta;Nonproduction;Rrogram

e el

Application'Code withWerslon/ChangeManagement
Test Plans and Results {Unit/System/Acceptance _

B tlomar Reaussts LaMOTk ONars [ ABpIOVaISE:

Project Charter/Scope Documents

Retall Pump/Sales System Des|

Procass.Maps/Modelsliz!

Business Task: 065 IT Infrastructure Description : Supports the planning, design, implementation, and maintenance of an (T
Malntenance . Infrastructure to effectively support automated needs. (i.e. operatin_? systams,

a;}plications software, platforms, networks, servers, printers, etc.}. |
Infrastructure Maintenance akso includes informaticn systems configuration and
security policy enforcement information. This infermation includes password
files, network access rules and implementing files andfor switch setting,
hardware and software configuration settings, and documentation that may
affact access to the information system's data, programs, andfor processes.
The impact levels associated with IT infrastructure maintenance information are
primarily a function of the information processed in and through that
infrastructure.

Info Class Label: [nternal

Regord Class Details:
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Info Class Code 13065-ITE120 Racord Class Name Infrastructure Design/Application Hosting
Cfficlal Retention Parlod ACT+6

Record Description Records used to document the infrastructure deslgn of Honaywell's computer systems and applications,

Includes furctional technical spacifications, as well as network maps, firawall configurations and Wide Area Network (WAN) link
maps.

Record Type Examples Qverride Info Class Label
Qrmfaﬂ?sue Manag‘emant Reco
Elréwall Configuration
Router Configuration
Application Conngaratlo
Network Configuration
Sarver ConfiguratonLs L
| Configuration Mana
WAN LinkiMap

Infrastructure Assets Records (ITAM)

Record Class Delails:

Info Class Code 13065 -1TE13¢ Record Glass Name Systern Technlcal Administration - Network and Computer
Accass Records

Official Retention Period 6M
Record Description Information used to provide details and history of network and computer system access recotds,

rds (Remedy / M

Y

Record Type Examples Override Info Class Label
DaiaETVvacy ReqUBsUADPIova LoD S A aE PR :
Export Contrel Request/Approval L
Sactinty:Devialion RequesVABRLGY
Error Logs

ACCORSILOGS s
Network Sacurirg L
Incidehtlingsie 1
Systems Access Records

[
b

Record Class Details:

Info Class Code 13065 - LEG120 Record Class Nama Contracts and Agreements - Equipment and Application
Support Agreemants .

Official Retentlon Period ACT+7

}F_!iacord E?lescription Records supporting internal and extemal agreements to support the hardware and software used by
oneywall.

ogs

Record Type Examples Qverride Info Class Lahel

#'QMGE"WWI

Software'Licensas :
Software Escrow Agreemants

$agd
7

Infofmation’ Service Requests (IS

Statement of Work (SOW
Reguiest for Adoitions

Business Task: 066 IT Security Description ; Supports all functions pertaining to securing of organizational data and systems

thraugh creation and definltion of security policies, procedures and controls.
Info Class Label: Internal

Record Class Details:

Info Class Code 13066 - ADM140  Record Class Name Security - General
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Officlal Retentlon Period 6

Record Description Recotds related to routine security actions taken to protect Honeywall employaas, equipment, buildings
and information. Includes password lists, access lists, and investigations.

Override Info Class Label
h o

Record Class Details:

Info Class Gode 13066 - ADM150 Record Class Name Security - Incldents and Investigations
Official Retention Period 6

Record Description Records related to sacurity/viclence/threat investigations of employees, Includes employee misconduct
cases, background investigations, computer issues, elc. .

Attorney Work Product Investigtio

iThreate/Harassmantinvestigations

Violent Crime Investigations
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Honeywell

Business Function: 15 Heaith, Safety and
Environmenta!

Description ; Healthcare pragrams and activities charged with ansuring and providing for the

health and well balng of the public,

Buslness Task: 077 Health Care Sarvices

Description : Health Care Services involves programs and activities that dirsclly provide
health and medical care to the public, including koth earned and uneamad

health care. benefit programs,

Info Class Label: Restricted - Regulatory Restricted - Health Information Restricted

Record Class Details:

Info Class Coda 15077 -HSE120 Record Class Name Em ployee Madicai Records

Officlal Retantion Period IND

Record Dascrlption Racords documenting individual employee medical history. !ncludes medical records resulfing from on-
the-Job Injuries and accldents, including job restrictions, leaves, claims and mediation of disputes involving employess.

Record Type Examples

Qverride Info Class Label

Restriction Forms

Maglcal Reports ;-

Doctors' Passes

Ty

WorkiLimliatigns =

Allergies and Related Da

Medicat'eave; Racords

Substance Abuse Screening

BioMedical Survelianca Raco

-8:Records. .

Occupational Medicine Surveillance Exams

Pre-armpioyment Medlcal Qusstionrial
Medical Records - Emplayes
Employee'Medicalnjury. Report
Return to Work Releases

nalra

Business Task: 078 Consumer Health and
Safaty

info Class Label: Internal

Record Class Details:

Description : Consumer Health and Safety supports activities assoclaled with the inspection,
education, and avaluation of consumer praducts to assess the potentlal risks
and dangers they may present to the consumer (both humans and animals),
{l.e. food, cosmetics, pharmaceut|cals, and other consumer ﬁroducis). Impacts
to some Information and information systems associated with quallty assurance
of food and Eharrnaceutlcals may affect the security of critical agriculiure and
food and public health infrastructures. In such cases, integrity & availability
Impacts can be high.

Info Class Code 15078 - AUD120 Recard Class Name Externai Operatlonal Audits - Manufacturing and Quality

Assurance :
Official Retention Pariod ACT+7

Record Description Records documenting third party audits for compliance with external manufacturing and quall% assurance

requirements and [ndustry Good Manufacturing Practices {GMP). Includes International Standards Organization (IS

) { Society

of Automotive Engineers (ASE) AS9100 certification records, as well as cusiomer & regulatory agency audit records. Includes
audit work papers, final audit reports and responses to audits, Does not include Health, Safety & Environmental audits,

Record Type Examples
Manas rieri REVIEW, RepOTS HE AT

Override Info Class Label

oy

1
e i

Records

ISO/AS8100 Certification (and Customer e

quivalent) Audit

Record Class Details:
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Info Class Code 15078 - AUD170  Record Class Name Internal Operational Audits - Manufacturing and Quallty
Assurance '

Qfficial Retention Perlod 3

Record Description Records documenting Internal manufacturing audits for compliance with internal policy and procedures.
Includes audit work papers, final audit report, and rasponsas to audits,

Qverride Info Class Label

Annual Audit Schedules

2 1 b il

S UrveV; DOCUMantation 2 e

Quality Audit Summary Reports

UGIL Notfication. Correspondenca s
Auditor Assignment List
ISOIASO100/QMS ntarnal

Recard Class Details:

Info Class Code 15078 - ENG150 Record Class Name Product Safety and Regulatory Compllance
Official Retentlon Period IND ’ :

Record Description Records that decument industry and regulatory product compliance standards for Linderwriters
Laboratories ((UL), Federal Aviation Agency (FAA), Federal Communications Commission (FCC) and certifications for
l-rllonaywell'ss products. Includes standards, approvals, and agency correspandence. Also includes certifications required outside
the United States.

Record Type Examples

Qverride Info Class Label

iR ;’Eﬁﬁ

Alrer,

AN Caiication ReporiS and AIWarhingselApproval
The Risk ssment Committea c
ECCIApDID

inutes ) I
Rroduct Stewardship:Racor

Record Class Delails:

Info Class Coda 15078 - HSE180 Record Class Name Product information and Warnings
Officlal Retentlon Period 30

Record Description Records related to information supplied to consumars regarding the make-up of product contents as well
as the environmental and health implications associated with use andfor exposure to Honeywell products, Includes product
Material Safsty Data Sheets, product brochures, etc.

This Retention Schedule of Honeywell International Ine. is published only on the Company’s intranet at hup:/finside honeywell.com/rit/. 1t is the reader’s responsibility Lo
review this intranet publication before taking action based on this printed copy, which may be outdated. This copy was printed 15-Nov-2011 at 09:18:08 AM.
Page 56 of 76

HON 000069



Record Retention Schedule- Honeywe“

Record Type Exampies Qverride Info Class Label
AliegaliomB raIatad 10ROl or B rocess e T OXC S D siance I IR .
ComBIALE (T SCATBE T o Rk ; SRS

Product Brochures T
Mataha) Safeh 0ata Shaels (MoDS

i B ol A

Marketing Bulletins

Record Class Details:

Info Class Code 15078 - MAN160 Record Class Name Product Testing and Inspection - Quality Assurance
Qfflcial Retentlon Period IND
Record Description Records related to the quality testing and inspection of Honeywaell products during manufacture to release

for shipment. Includes routine batch tasting, in process inspections, software dobu?glng and ad hoc c1ua!ity tests. Includes
Certificates of Conformance issued to customers, Includes tests and inspactions o parts and materials not manufactured by

Honeywell as components of Honeywell products but dees not include Incoming Receiving Inspections. Does not include
Research and Development.

Override Info Class Label

OUEoL Seope.Daviatibrs
Er_quct Test Results
Product:Inspéetion’ Records -
Inspacticn Stamps
Configuration; Checkists ..
I'?'?'E RWEPWOHS -jfp LT MO
Eirstiinapaction’Repoits? 3
Inspection Traveler Turnover Logs
InsRecio s (Sariguzed o Lot CoRtroien)
Radlographic Technigue Records
Seies/Order,Contruation Sh
Seppiemenial Inspectn Racorcs
Cenlificatés’of Confarmance’:
Material Inspection and Receiving Reports

Business Task: 202 Incidents, Testingand Description:  The activities associated with the investi ation, testing, monitoring and
Monitoring reporting of environmental incidents. Includes on-the-job accidents and
associated reporting.

Infe Class Labal: Restricted - Confidentiality or Integrity High

Record Class Details:

Info Clzilss Code 15202 - AUD140 Record Class Name Governmant Compliance and Reporting - Environmental
Reporting

Officlal Retentlon Period 6

Record Description Environmental reports to government agencies {Federal Energy Regulatory Commission {FERC),
Environmental Protection Agency (EPA), etc.) as required by law including external environmental audits, Includes Superfund
Amendments and Reauthorization Act (SARA} Title Il Community Right-to-Know reporting (Tier 1/|l forms - Emergency and
Hazardous Chemical Inventories). Does not include governmental audits and investigations,
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ERCGRA margancy eian. T —— '
R e T el

EAL sl

Teinal Moniter Reports
Cltations 3

Record Class Details:

Info Ciass Gode 15202 - AUD160 Record Class Name Internal Operational Audit and Compliance - Health, Safaty &
Environmental (HS&E) . :
Offigial Retention Period 3

Record Description Records documenting internal audits to assure compliance with internal policies and procedures.
Records documenting inspactions, including routine safety inspections. Excludes OSHA logs, investigation of particular
accidants or other governmental safety/operations reporting.

Record Type Examples ]
Corresponaenca. with Sataty:Regu
Environmental Management Systems/internal
R e S B P T e Fr Al g T ve

Unsatisfactory©Gond

Querride Info Class Labe!
‘e

Audt

5

Record Class Details:

Info Class Code 15202 - FAC130 Record Class Name Site Remediation
Official Retention Period IND

Record Description  Records documenting contamination of property by Honeywall, the clean-up efforts implemented, and any
refated site investigation of such occurrences. Includes leaks, spills and site clean up activities. [ncludes remediation of property
owned and leased by Honeywell, as well as remadiation of property not owned by Honeywail,

Record Type Examples
SitaRemeniatonRecoras
Remediation Contracts
RCRA[Resource,Gon

R R P

Record Class Details:

Info Class Code 15202 - HSE100 Record Glass Name Accidents and Injuries
Officlal Retention Perlod &

Record Description Records related to general liahllity and on-the-job accidents such as required by Occupational Safety and
Health Adtninistration {(OSHA) Health and Safety regulaflons. Includes injury and iliness Jogs as well as required supplementary
records related to reportable injuries and illnesses. Excludes reiated employee medical records, and open consent orders.
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Record Retention Schedule Honeywe"

Ovetride Info Class Lahel

(Honeywall Form 300A

YSatliements s Orders)
Honaywell Forms 300, 3004, 301 and 300B (OSHA
Equivalants ] 4
hcident investgations (Accldents ant Iriires

Log and Summary of Occupational Injurlas a;d llinesses
(Honeywell Forim 300)

Record Class Details:

Info Class Code 15202 -HSE110  Record Class Name Employee Hazardous Exposure
QOfficlat Retention Period IND

Record Description Records decumenting employse and contractor exposure to hazardous or toxic substances. Includes
exposure and monitoring records,

Rcord Type Exanples Override Info Class Label
Expostira/Monltonng Racards oATsenic L sady Acyanirilens

Asbestos Exposure Records

Hal.Hygiene Monitonng,

Calibration Data for Medical Equipment
Respiraton F i TestgReaul 4
Radiation Exposure Monitoring Records

Record Class Details:

Info Class Code 15202 - HSE130 Record Clags Name Environmental Incidents
Officlal Retention Pericd 10

Record Description Records documenting releases, leaks and spills at Honeywell properties and the investigation efforts
implemented. This includes corrective action documentation and other follow-up records,

Spill Reports Made to Agencies
oS made 10 A9 :

»2ita Enviranmental:investi

Incident Investigations, rep

R e
orts and Documentation

Record Class Details:

Info Class Code 15202 - HSE140 Racord Class Name Environmental Monitoring
Officlal Retention Pericd IND

Record Description "Records documenting the envirenmental monitoring, testing, and assessment of Honeywell's property and
the environmental impact resulting from Honeywell's actions. Includes testing records for air, ground water, surface water, and
soll quality. Includes facility site assessments. Excludes remediation and dug diligence records.

Qverride Info Class Lahel
Monitoring
ante;Monltoring 5

Air Quality Monitoring
;—“’vmvtgamwmm N T N

ropriatetn
quu?ﬁub%*sn*d“m

GeologicaliGroundwater Maps

Record Class Details:

Info Class Code 15202 -HSE{60 Record Class Name Health and Safety Inspection Reports
Official Retentien Perlod 3 .
Record Description Records related to testing the safety funclion of equipment.
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Record Retention Schedule “Onejwe“

Override Info Class Lab

Recard Type Examples
T s P ] L
Emergency;Rasponseylestin

3

Buslness Task: 203 Hazardous Materlal Dascription:  All activities supporting the implementation, results and compliance with
Mapagerment Honaywell's HSE Management System and the activities associated with the
management of hazardous matenals stered and in use at Honeywell properties.

Info Class Label: Restricted - Confidantiality or Integrity High

Record Class Details:

Info Class Coda 15203 - HSE150 Record Class Name Hazardous Materlals Managemesnt

Official Retentlon Perfod 1ND

Record Description Records documenting the use, manufacture, and disposal of hazardous materials, as well as
communication to employees regarding utilized hazardous materials. Includes communication and wamings to employees
regarding hazardous materials used, created, and stared. Includes Material Safety Data Sheals for chemicals stored and utilized
on Honeywell premises andfar utilized by Honeywell employees.

Record Type Examples
Wasle.Dleposa) Sitas pr
Hazardous Waste Manifests
Fiazardous, Waste/Matanaes]
Annual Progress Reporis
Conraciswith Waste:Disg
H zaus Materil Cerﬂﬁt

MatanaliSataty) Data,Sheats

verride Info Class Label

e R MR R L G
e

Chemical Inventories
Radloactiva SoUrce;Leakal asts
Radioactive Source Invento
Radloantivel Source; DisposalRecords

Record Class Details:

Info Class Code 45203 - HSE170 Record Class Name HSE Management Systems,

Dfficial Retentlon Perlod ACT+3

Record Description Records documenting irplementation, results and compliance with the Corporate HSE Management
System not already covered in another record class{es). This would exclude documented procedures, training records, ete.

This Retention Schedule of Honeywetl International Inc. is published only on the Company's intranet at hupt/inside honeywell.com/rim/.It is the reader’s responsibility ta
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Record Retention Schedule “oneywe“

Bustnass Function: 17 Legal, Litfgation, and Description : Litigation and Jud|clal activities invalve all activilies nacessary for the

Judiclal development and oversight of logal programs,
Buslness Task: 089 Lagaf Litigation and Description : Legal Prosecution/litigation includes all activities involved with presenting a
Clalms case in a legal proceeding both in a criminal or civil court of law In an attempt to

prove guil¥responsibility.
Info Class Labef: Restricted - Legally Privileged and Confidential

Record Class Details:

Info Class Code 17089 - LEG280 Record Class Name Litigatlon and Claims - Adverse Reactions
Offlcial Retantfon Pardod ACT+6

Record Description  Records related to threatened or asserted litigation concerning adverse reactions to Honeywall products,
Includes pleadings, discovery, attomey work products, legal opinions, transcripts and exhibits. Excludes routine Insurance
claims handled by the Insurance department.

Record Type Examples Override Info Class Label
Diselo8tre\ Dochments (ABverse Reactons) i

Discovary Records (Adverse Reactions)
LIgAtOn DOGURBRLS (AdVEree FReacHona)i E,

Record Class Details:

Info Class Code 17089 -LLEG285 Record Class Name Litigation and Claims - Equal Empioyment Opportunity
Offlcial Retentlon Period ACT+6

Record Descriptfon Records related to threatened or assertad litigation concerning equal employment opportunity. Includes
pleadings, discovery, attomey work products, legal opinions, transcripts and exnibits.

Record Type Exa
ﬁm‘wﬂm?ﬁ T

LeqallOpinions: i,
Attomey Work Product

Querride Info Class La

bel

R

Refoionce Matanials

ik

Record Class Details:

Infc Class Code 17089 - LEG290 Record Class Name Litigation and Claims - Environmental
Officlal Retantion Period ACT+6

Record Description Records related to threatened or asserted lifigation concerning environmental issues, Includes pleadings,
discovery, attorney work products, legal opinlons, transcripts, and exhibits. Also includes historical documents relating to the
underlying dispute.

Type Examples Override Info Class Label
SeHiemant /ATl aIcaton g '

Final Judgmeants {Environmental Claims

Dopcation TansCARTaY
gwﬁjgg)!_ ch{ynﬁpﬂtaﬁon
Tl Docamenta (Eav

Plead] § {Environmental C

Moliens, (Environmental Glal

Record Class Details:

Info Class Code 17088 - LEG300 Record Class Name Lltigation and Clalms - General
Cfficial Retentlon Perlod IND

Record Description Records related to threatenad or asserted liigation. Includes pleadings, discovery, motions, briefs,
aftorney notes, communications and other work product, legal opinions, subpoenas, transcripts and exhibits,
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Record Retention Schedule Honeywe“

Override Info Class Label ]

Court Pleadings and Documents

Business Task: 090 Resolutlon Facilitation Description: Resolution Facilitation involves all activities outside of a court of law that may
be used in an attemp! to settle a dispute between two or more parties
{government, citizen, comoration).

Info Class Label: Intarnal

Record Class Details:

Info Class Coda 17090 -LEG295 Record Class Name Litlgation and Claims - Final Adjudicatlon/Settlement Records

Officlal Retentlon Period IND
Record Description Records related to setfements, consent decrees and final Adjudication docisions generated as a result of
Honeywaell litigation.

Recard Type Examples [ Class Lahel

Einaltildgments ; s

Settlaments

o T 7 LT e B e el [ .

Consent.Dacree

Case Settfement Documents

Business Task: 095 Permits and Licensing Description: Pemmits and Licensing involves activities assoclated with granting, revoking,
and the averall management of the documented authority necessary to perform
a legally controlled task or function.

Info Class Label: Internal

Record Class Details:

Info Class Code 17095 -LEG215 Record Class Name Export Licenses, Agreaments, Exemptions/Exceptions Usage

Official Retentlon Perlod ACT4+5

Record Description "Records related to required country specific export licanses, agreements, exemptionsfaxceptions usage
that exceed the baseline US regulatory requirements, Does not include US export licenses.

Record Type Examples ass Label
BisWay;Blls (nonsS) Fras. !

fasALL

Bills of Lading (non-US

Commercialinvoices (nonsUs)

rt Declarations (non-US
EXportilicanses nonls) s
PackagingSis non-US'

,RBDD*S‘ 1 re
Shipmarite:(non:US)

Record Class Details:

Info Class Code 17095 - LEG260 Record Class Name Llcenses, Permits and Certlflcations - Business Permits

QOfficlal Retention Parlod ACT+3
Record Description Records related to buslness permits and Heenses obtained from governmental agencies in order to
conduct business.

This Retention Schedule of Honeywell Intemational Inc. is published only on the Company's intranet at http://inside.honeywell.com/rim/.It is the reader’s responsibility to
review this intranet publication before 1aking action based on this printed copy, which may be outdated.This copy was printed 15-Nov-2011 at 09:18:08 AM.
: Page 62 0f 76

HON 000075
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QOvernde Into Class Label

I b

Business Permits
PR e SR Tt
Permits’>"Applications’and; Supy

Parmits - Controlled Substances

Record Class Details:

Inf? Class Code 17095 -LEG270 Record Class Name Licanses, Permits and Certifications - Environmental and
Safaty

Officlal Retentlon Perfod ACT+5

Record Description Records documenting rights obtained from federal, state and locat govemment permitting certain business
activities which may have an impact on the environment, Includes mine and well site permits; hazardous matenal transportation
permits; employee licanses and certifications; and parmit applications.

Record Type Examples Qverride Info Class Lahel
Envitonmantal Tmpact SIatarme e - e P

j;laié‘rﬂoi."lh-_M teriallirans

Waste Permits

Waler, Guaity Parmits

Safety, Health, and Environmental Licen
Permits

‘Alr and Emissions Permits:.
ietra-Amidalo Mracymcycllc Liga Pv‘l&mM Lz RegllonPerm

G L P

"{ﬂlﬁ’bsllu;fam” charge| ENiminatic

term (NS :

Business Task: 204 Contract Management  Description : All activities involved in meeting obligations ‘o employees, customers and other
parties, including the U.S. Government.

Info Class Labal: Internal

Record Class Details:

Info'Class Code 17204 - LEG106  Recerd Class Name Contracts and Agreements - Customer Contracts and
Agreements

Official Retention Pariod ACT+7

Record Description Records refated to obligations under contracts, leases, and other agreements betweaen Honeywell and its
customers. Includes all customer-related contracts including cortracts and purchase orders where the 1.3, Governmant is the
customer, as wall as modifications, amendments and supporting documantation.

Override Info Class Label

Contract
Cost, Funding and P
PUrchase Orders.
GSA Price Validation Form
Government Galee Agraerments (GO AT :
Records documanting Pricing and Performance of speific
government contracts e ]

Governmental: (Incllding Prime and Suboontract Data]
Claims, Appeals and Settlements

Maintenance Agreamantai
Changes / Conlractor Control Plans (CCPs) / Engineering
Change Plans (ECPs), Modifications

Business Task: 205 Intellectual Proparty Description : All activities Involved in the creation, administration and legal assartions
éd‘pinistrati{:n and associated with Honeywell's intellectual property
niorcamen

Infe Class Label: Restricted - Intellectual Proparty (IP) Restricted

Record Class Details:

Info Class Code 17205 - INP100 ~ Record Class Name Contracts and Agreamants - Intellactual Proparty
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Record Retention Schedule Honeywell

Officlat Retentlon Perlod ACT+7

Record Description Records related to intellectual property agreements. Includes records documentin intellectual property
agreements in which Honeywaell has authorized/licensed a third party to use Honeywell patents, trademarks, copyrights, or
propristary company technologies. Includes contracts, agreements, memos, letters, licenses, assignments, amendments, notes,
and other racords related to subject.

Record Type Examples

NoFDicostire/Sacrs
(IntelleciallR Foperty)
Inemiﬁo greents!Pravnslons

Setllementagraementsy

Teaming Agreements

Record Class Details:

Info Class Code 17205-INP110 Record Class Name Copyrights - Forelgn and Domestic
Officlal Retention Perlod ACT+6

Record Description Records related to the creation and maintenance of Honeywell's domestic copynights. Includes
registration and related correspondence. Includes copyright compliance information. '

Recaord Type Examples Override Infe Class Label

Copy ot Ragletraton|(Roreln . T G e
Documentation of Cop :

Camespongance (EoreigniCopyTightLe:

Record Class Details:

Info Class Code 17205-INP120 Record Class Name Intellactual Property Monltoring
Officlal Retention Perlod ACT+6 '
Record Description Raecords retated to the monitoring of Honeywell's existing intellectual property.

Record Class Details:

Info Class Code 17205-INP130 Record Class Name Litigation and Claims - Inteflectual Property
Officlal Retention Parlod ACT+5
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Record Retention Schedule Honeywe"

Record Description Records related to thrsatened or as

serted litigation conceming intellactual proparty issues. Includes
litigation related to copyright, trademark

] » or patent infringements. Includes pleadings, discovery, attorney work products, legal
opinions, franscripts and exhibits,

Record Type Examples

(tigatomOnelectaan Froperty e

Record Class Details:

Infa Class Code 17205-LEG218¢ Record Class Name Conyrights, Trademarks, and Patents - Patent Raglstration
and Management .

Cfficial Ratentlon Period ACT+6

Override Info Class Label

Record Description: Records related to U.S. patents of products and processes hald by Honeywell,

Qverride Info CIassLabel

This Retention Schedule of Honeywell Intemational Inc. is published only on the Company's intranet at http:ffinside.honeywell.comvrim/.It is the reader’s responsibility to
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Business Function: 18 Goods and Services Descriptlon :  The construction, manufaciuring, administration, andfor management of goods,
Creatlon and structures, facilities, common resources, services, etc.
Management
Business Task: 064 Goods and Services Dascription : Supports the design, creation, and praduction of organizational goods and
Production services.

Info Class Labe): Restricted - Confidentiality or integrity High

Record Class Details:

Info Class Code 18061 -ENG100 Record Class Name Contract Progress Reports
Officlal Retentlon Period ACT+7
Record Description Records related to Honeyweli's contract progress reports.

Override Info Class Label!

Contractually Required Data and Docurents
Eamed,Valie Managamant SystsmyEVMS) Reporte
Design Manuals

Cohtract:Progress Reportss:.

Record Class Details:

Info Class Code 180671 -ENG110 Record Class Name Inspection Reports - Englneering
Officlal Retentlon Period ACT+10

Record Description Records relating to Honeywell's engineering Inspection reports. Including plant start-up documentation
and non-destructive testing records.

QOverride info Class Lahel

Record Type Examples

Production and Traffic Records

Tast Cartificates](Rallcar)iyi

Repalr Logs gRailcar!
T AT T

NG Destructive Tashng £ Cstome

Record Class Details:

Info Class Code 18061 - ENG130 Record Class Name Product Dafinition, Design and Specification

Qfficlal Retention Perlod IND

Record Description Records related to the devalopment of Honeywaell products. Includes records created to Initiate new
product deslgn and spacification information, research and development records that may ar may not result in actual product
devalopment, Also includes testing done by contract testing facilities, and records related to changes in product design after
release to production. These records are used to identify the design change history and include qualifying documents that
substantiate the changes.
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Record Type Examples
AcCaptancer sstETaead
Test Data

L e

YR Estmatass

Override Info Class Lahe

23

Expariment Records
Ele%ctmmmc"fn“'aﬁ "(RoWar PolntPrasentations)g

Product Sﬁaclﬁcauons -
En Enginesring:orders e

ATUOTS 5

Project'Flnal Rep! ‘urts (R&D)
Spara Klts
Englnaenng;Package

i

Project Fliesi(Products).) A :
Catalgst Commercializatlon RnsIRecommanded Operahon
Addltlve!Product'Perfoggance:ro g
EngIneenng I..ogI Books
DasignrReporfs
Engmeenng Reports
Technical: ELQH_cgti_ons‘Appmval
Test Instructions
Project’ Bata Suminares
Publishad Papers
Process Opal ‘Operations. Summary.
Des;gn Rewaw Records
ata[[alssand Process; 8s:Doclimantat]
Design Changa Test Records N
Formilas. ENGIneeAng and. ‘and Technical Do
Test and Design Data

(RED),

Patent Dlsclosures
MonthlyReports,
Internal Prasentations
Giasn./ BlackiBaIt Reps
Englneenng Project Flles
Englneerinq;_DraMngs" ;
Pllot Plant Run Data
Qilick Enging ChangerKits..
Product Memos
Customar.Requirements (Manul nng
Product Service Bulletins
ProdUCLREPOrS s
Bill of Mater -.2'3.,(5"9'"93”“9)
Automated BliearintCib -
Computer Arded Design (CAD) Data
Engineering Work:
Product Definltions

Technlcal Specification .
Engmeering Work Orders
Sur._m_rﬂr_mg Einancial Inrormatlori

Produclblll Studles
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Correspondence du
CUsiomerSpecficatons iy

Commu nlcatin | rodu
Enginesrngichang

Sul Dncetallon
Prodlch Status, Reports

Product Analyses

Record Class Details: .

Info Class Code 18051 -LEG130 Record Class Name Contracts and Agreemsnts - General Contracts
QOfficial Retention Period ACT+7

Record Dascription Records related to obligations under contracts, leases, and other agreements between Honeywell and
outside parties. Includes contracts and agreements not covered elsewhere, such as Partnership and Participation Agreements
and Re-Engineering Agreements.

Record Type Examples
SUBRortng DBcUmen{anon:

L R et
clor Agreements
Re‘Englnesiing/Agreements e
Travel-ralaed Agreemts _

Consutanb/ContaeloAgral

Record Class Details.

Info Class Code 18061 - LEG140 Record Class Name Contracts and Agreements - Government Contract
Compliance

Officlal Retentlon Perlod IND

Record Description Records related to obligations under contracts, [eases and other agreements batween Honeywell and
government agencies. Includes contract support documants, pricing rates, disclosuse statements, forecast proposals as well as
vandor Invoices, ledgers and cash disbursements relating to work being completed.
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Vandor InvoicesqLad
PaitifidntiSup

| Eompliance

Incurred Cost Propesals and Submissions - Govemmant
Coniract Complianca

Forecast Eropneals .Govemmant ConactCompl

Disclosure Stataments - overmnt nact lelance
Travel(8|EXpense SUBpGTHNG DocUMENtatan L GovamIme
Contratt Compllance $H s s Fig e,

Special Government Reviews - Government Contract
Compliance

Rats Sleulement Agreements - Government Contract
Compliance
'*‘“’L«va{www PRNPTA T

YR 7o Wm
Aud LSupaqﬂr{,s_’D’g,ta adGov mnt}c

eillance - Government Contra
- Government Gontract GorpBnca:
Data Disclosures - Gpvemr{lant Contract Compliance
Resln el epb Al Agremer DBzt
Govermniiant. Contract CompllancsT:

Advance Agreements - Government C
Forward|Brcng Documantanon 2G,
Gompllancastnr B SRR
Forward Pricing Rates and Agreaments - Government Contract
Compllance

Allowability Studles LGovermmant Contract Gomaars

Record Class Details:

Info Class Code 18061 - LEG240 Record Class Name Government Contracting
Official Retention Period AGT+7
Record Description Records ralating to Honeywell contracts with government.

cord Type Examples
INCUTed COBE BronDsals
Forecast Prgﬂosals
Disclostrs Statements ©

Contract Support Docurnsnts

Record Class Details: v

Info Ciass Code 18061 - MAN170 Record Class Nama Shipment of Samples
Dfficial Retontion Period 5
Record Description Records that document the shipment of quality samples,

Record Type Examples

sy Pl

Qverride Info Class Label
SAMpIS SHIpMBnt DocLmentaton ‘ ' S '

Business Task: 096 Construction Description : Construction involves all programs and activities In which the organization
builds or constructs facilities, roads, dams, etc.

Info Class Label: Internal

Record Class Details:

Info Class Code 18096 - FAC100 Record Class Name Dasign and Construction
Gfficial Retention Period ACT+7

Racord Description Records related to the design and construction of Honeywell's facllities, corporate offices, and field
officas. Includes design documents such as drawings, blueprints, construction reports, and construction testing records.
Includes design and construction of monitoring and control systems. Excludes environmental testing records.
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Override Info Class Labe!

Record Type Examples

EAGINeS RaqUeSIS Son
Building Specifications SOngmals
Tenantimerovements, Designand:

Buﬂding Permlt Documentauon o

Price Estimates (Dasign and Constructions)

Facilities and Infrastructure Management involves the management and

Business Task: 037 Facllitles and Description :
Infrastructure malntenance of organizational-owned capital goods and resources {natural or
Management ’ otherwise) on behalf of its clients, usually with benefits to the community at

large as well as to the direct user.

Info Class Label: Internal

Record Class Details:

Info Class Code 18097 -FAC120 Record Class Name Maintenance, Rapalr, and Inspection

Officia! Retention Period ACT+3
Record Desctription Records related to repair and general maintenance of facilities and equipment. Includes routine
malntenance, repair and inspaction,

Override Info Class Lahel

Biilding, Oarat!u!,g'r'q_erj_s e
Meter Readmgs Ap Iucanons

The activities involved in the development of Honeywe!! business relationships,

Business Task: 201 Business Development Description:
including the administration of RFl / RFP f RFQ procasses.

and Customer
Relatlonship
Management

Info Class Label: Intemal

Record Class Details:

Info Class Code 18201 - SAL120 Record Class Name Cllent Presentations

Officlal Retention Pericd ACT+1
Record Description Racords related to presentations given to clients, used to communicate ldeas or completed project work.

Record Type Exam Ie-; Overrlde Info Class Label

Siatis HeparaGAant
Presentations (Client)

Record Class Details:

Info Clase Code 18201 - SAL130 Record Class Name Contracts - Proposed

Officlal Retention Perlod ACT+7
Record Description Records relating to bids, proposals, cost estlmating and related documentation.
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Record Type Examples

EXpOMt Licorbes ok T
Cornpliance Records (International Traffic and Arms)

Record Class Details:

Info Class Code 18201 - SAL140 Record Class Nams Customer Meeting Records
Offlclal Retention Perlod 6

Record Description Records documenting visits te customer sites, Including maeting notes and action items.

Record Type Examples . Override Info Class Label
ClistomerConracts anar Review Racord PN

Customer Lisls

Record Class Details:

Info Class Code 18201 - SAL150 Record Class Name Customer Relations
Official Retentlon Pariod ACT+7

Record Description Records related to customer issues and business dealings and the actions taken by Honeywall.

Override Info Class Label

ol

Customer Correspondence
Changs,of ASGress Forms ..
Questionnalres

Record Class Details:

Info Class Code 18201 -SAL190 Record Class Name Product Pricing
Official Retention Period ACT+7

Record Description Records documenting pricing of services and preducts for sale to customers, Includes price lists and
schedules, :

Record Type Examples Override Info Class Label
Cfn?”ﬁ’émw - = T e— — e ,
Pricing Schadules

BooKauLIatEE by

._Pljoduct Pricing

Price Analysis

Record Class Details:

Info Class Code 18201 -SAL200 Record Class Name Sales Proposals
Cfficial Retentlon Perlod ACT+7

Record Description Records related to Requests for Information, Requests for Proposal, Requests for Quote, and other
submitted proposals o prospective customers by Honeywell. Thesae records support the process of RFI/RFP/RFQ response

includin? copies of original customer request, supporting documents, final propesals, and pticing models, Alse includes sales
propesals submitted to the Government,
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Info Class Label

i, Al )

Requests for Proposal {Sales Proposals)

Record Class Details:

Info Class Code 18201 - SAL210 Record Class Name Sales Reporting and Analysis
Officlal Retention Perlod MAX3
Record Description Reports detailing sales activity for a particular period of time.

- 0 o O O
Blislness Davalaprmant,

Periodic Sales Reports . ]
S R R

Activi Re u
SRiss Tamtory IS

Record Class Details:

Info Class Code 18201 - SAL220 Record Class Name Sales Reports
Dfficial Retantlon Perlod MAX3
Record Description Records related to the review and managemant of the sales function,

Record Type Examples CQverride Info Class Label

Sales.Dismib
Sales Status Reports
Sales Forecasts

Revenue Reports
Business Task: 207 Department Description ¢ Dapartment Management and Administration invoives general department
Management and management functions and tasks.

Administration
info Class Label: Internal

Record Class Details:

Info Class Code 09207 - ADM100 Record Class Name Administration

Official Retentlon Period 3

Record Description Records documenting business unlt administration activities, Includes administrative records such as
departmental correspondence and desk calendars, Includes intemal service racords such as reproduction, graphics, mail,
massenger, computer support and and housekeeping. Includes records related to the transfer of company records to off-site
storage.
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Record Type Examples Override Info Class Label
mmmﬂd T A — ——— e "
Supotes Admhisaton

EqUipment: Instiuicions/Sarvi

Cafeteria Administration
‘Associatons/Mermbers
Agenda/Schedules
ChTonBIogRa FllBas s
Calendar Books
Adminstatve Filas. &
Dlses Adinista
[RecordsiTransmitials:: b A
Administration Committee Mestings/Minutes
Caleridars’ i L
Dapartmental Correspendence
WarTantias o BUThased Proauats e,

Expense/Budget Statements {Departmantal)

Recoid Class Details:

Info Class Gode 09207 - ADM130 Record Class Name Reference Materials - General Reference
Officlal Retention Pariod ACT

Record Description Records used specifically for reference purposes, such as copies of perlodical articles, lagisfative
materials, related project materals.

tive

Record Type Examples Qverride Info Class Label
ReferanceMatenals & : ‘ a4 W

Subject Correspond

ks Inormational and-Technlt
Management Articles
Newalattar (The: mvestor)

Record Class Details:

Info:Class Code 18207 -ENG160 Record Class Name Reference Materials
Official Retention Period ACT
Record Description Documents kept for reference or business purposes.

Record Type Examples Qverride Info Class Label
Newsletters .
Information Mantals

Clipping Services
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Business Function: 19 Credit and Insurance Description:  Credit and Insurance involves the use of organizational funds to cover the
subsldy cost of a giract loan or loan guarantes or to protect/indermnify clients
from financial losses.

Buslness Task: 100 General Insurance Description : Gan?rrtaldt?‘si‘rmceinvolves providing protection to individuals or entities against
specified risks.

Info Class Label: Intamai

Record Class Details:

Info Class Code 19100 - CRM100 Record Class Name All Other Claims
Officlal Retention Period 6
Record Description Records related to all other claims. Directors & Officers, Fiduclary, Fidelity, Aviation, and Marine Cargo.

Record Type Examples
Cofréspondance
All Other Claim Records
‘SetlementDocamantsy
Claims

Receord Class Details:

Info Class Code 19100 - CRM110 Record Class Name Corporate Risk Management Anpalysis
Official Retentlon Period MAX3

Record Description Records refated to special studies, outside organization participation, brokers, loss adjusters,
underwriters, inspections, valuations, ioss potentials, and tax matters relating to Corporate Risk Management. Includes reperts,
and insurance-related materials. Doss not include insurance pollcies.

Record Class Details:

Info Class Code 19100 - CRM115 Record Class Name Captive Insuranca Company
Official Retentlon Perlod IND '

Record Description Documents related to the Captiva insurance companies owned by Honeywell andfor our acquisitions and
divestitures.,

Policies

Record Class Details:

Info Class Code 19100 - CRM120 Record Class Name Insuranco Claims - Llability Claims
Officlal Retention Period ACT+7

Racord Description Records related to claims filed for a wide variety of liabliity exposures. These exposures could include
liabllity arising out of accidents resulting from the premises or the operations, products sold, operations complsted by the
insured, and contractual liabliity.
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Record Type Examples
NHficaton o Clam o
| Settlement Documents
Colrespondanca’s:
Claim Documents

Record Class Details:

Info Class Code 19100-CRM125 Record Class Name Evidence of Insurance
Officlal Retantion Perlod 6

Record Description Records relating to evidence of insurance in the form of insurance certificates and/or Memorandum of
Insurance (MO for all types of coverage.

Override Info Class Label

Qverride Info Class Label

Memorandum of Insurance (MOI
TG

Coniicate Reaasis

| Correspondence .
'ﬁ‘eléT“JedT Contracis:
Record Class Details:

Info Class Cade 19180 - CRM130 Reccrd Class Name Insurance Claims - Preperty Clalms
Official Retention Period ACT+7

Record Description Records related to claims filed for physical damage or loss of property or the loss of the properiy's income
producing abilities.

Record Type Ex
ReplacementyVaiue REpONsy e

VC‘orre ongence
LoBBICoNtror Raparts - 1

Insurance Claims
R AR A O T M e P SR Lo o
Insurable-VallisiReports}iSchedules :

Record Class Details:

Info Class Code 19100 - CRM140 Record Class Name Insurance Claims - Workers' Compensation Claims .
Official Retention Period ACT+7

Record Dascription Records related to worker's compensation ¢lalms filed for on-the-job accidents, Includes claim records
retained based on state statutory compliance, as well as records documenting claim information and financial history, including
reserves and payments.

Record Type Examples
Vocatonal Renablltatoniplans:
Qlaimant-SEggiﬁc Job Analysis
ClaliSettlemént Agreemen
Doctors Reﬂorts

Emploveeiln] :
Proof of Comespondence/Comm
[Emploves Injury. Reports:
Attorney Carrespondence

Record Class Details:

Info Class Code 19100 - CRM150 Record Class Name Insurance Pollcles - Surety Bonds
Official Retentlon Period ACT+7
Record Description Bonds posted to indemnify against the failure to perform specified terms and conditions.
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Reorcl Type Examples
Prootel P;wmnm«g(sﬂ%yvgaonds}
Indemnification Documents

o AR ABTCS With) Broker i

Suraty Bonds

Record Class Details:

Info Class Code 49100 - CRM160 Record Glass Name Corporate Risk Management Analysis - Insurance Policles /
Placemonts, Renewals . .

Ofticial Retantion Perled IND

Record Dascription Records relating to the renewal or placement of insurance policles, documentation collected in support of
said renewal and placement, documentation provided to brokers andfer third parties. Excludes employee medical and life
Insurance policies.

iHamnca Polcias

Corraspondence with Brokers and Insurers
T AN AT P T ki
Undenwiting: nformation'and;Specifications:+

Record Class Details:

Info Class Code 19100 - CRM170 Record Class Name Corporate Risk Management Analysls - Self-Insurance
Official Retention Perlod IND

Record Descrlption Records related to certification programs for Workers' Compensation. Includes underwriting data,
policies, amendments, riders and proofs of payment. '

Org O D
Bilcias; R
Accruals

Metrics
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